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|. HosicHUTEAbLHAA 3aIHCKA

1.1. Heas u 32024y JUCHUILTHHBI (MOTYJIA)

enn

ACJIOMPOU3BOJACTBA B COBPECMCHHLIX OpPraHMU3alusaX C MPUMCHCHUCM HOBBIX I/IH(bOpMaI_[I/IOHHBIX

AUCHOUILNIMHBL — H3YYCHUC MCTOJAOB U TCXHOJIOTHMHM  COBCPIICHCTBOBAHUA

TEXHOJIOTUH.

3aaun JUCIUIIIMHBI COCTOST B CICIYIOIIEM:

- MOKa3aTh OCHOBHBIC ATanbl (POPMUPOBAHUS M PA3BUTHA METOIMK PaAIlOHAIU3AINH

ACJIOMPON3BOACTBA,

- H3YUYUTb COBPEMCHHBIC MCETO/bL O6CJ'I€I[OB&HPIH OopraHusanuu, MCETOAbl aHaJIl3a

JOKYMCHTAIIMOHHOTI'O obecreyeHus YIpaBJICHUA B OpraHu3alliid MW OTallbl

OpPIIpPOEKTHBIX padoT;

IIPOBCACHUA

- [MPpOaHAIM3UPOBATL COBPCMCHHBIC 3aKOHOAATCIBHLIC U HOPMATUBHBIC AKTbI, 4 TAKKC

HOPMAaTUBHO-MCTOAUYUCCKHUE JOKYMCHTHI,

peryjiupyromue BOIIPOCHI

JACJIOIIPOU3BOJACTBA U

pacCMOTPECTH CHCI_[I/I(I)I/IKy HUX IIPUMCHCHUS B OpraHU3aluAX;

- H3YUUTb COBPCMCHHBLIC HAaAIpPaBJICHUA COBCPHICHCTBOBAHUA JACJIOINPOU3BOACTBA B

OpraHu3aLUX.

Jucnuniuza (MOAyJIb) HalpaBiieHa Ha (JOPMUPOBAHUE CIEAYIOMUX KOMIIETEHITUI

1.2. (I)opanyeMble KOMIIETCHIIUHA, COOTHECCHHLIC C IUVIAHUPYEMBIMHM pe3yjabTaTaMu

00y4yeHus1 10 TUCHMILINHE (MOIYJII0):

Koambi Copnepxanue Ilepeyenn IUIAHUPYEMBIX  Pe3yJIbTAaTOB

KOMIIETEHIUii | KOMIIEeTEeHIIHi 00y4eHUs MO AUCHUTLIINHE

[1K-15 CIIOCOOHOCTh 3HaTh —  METOJUKY  COBEpIICHCTBOBaHUS
COBEpIIIEHCTBOBATH JENIONPOU3BOJICTBA Ha 0a3e HCMOJIb30BAHUA
TEXHOJOTHH CPEJIICTB aBTOMATH3AIINH;
JIOKYMEHTaIlMOHHOTO YMeTh — NPUMEHATh Ha MPAKTUKE METOAUKY
obecrieucHus COBEPIIIEHCTBOBAHUS JEJIONPOU3BOJICTBA Ha Oa3e
yOpaBIeHUs U | UCTIONB30BaHUs CPECTB aBTOMATU3AIINN;
apXuMBHOro Jena Ha | Biagerp - METOAMKOW COBEPIICHCTBOBAHUS
0a3ze  UCHONB30BaHUs | JEIONPOU3BOJCTBA Ha 0a3e HCMOJIb30BAHUS
CPEICTB CPEJICTB aBTOMATH3AIINH;
aBTOMAaTHU3aIUH

I1K-29 CIIOCOOHOCTh CO3/1aBaTh | 3HATh — METOJWKY CO3JaHHMS W BEJICHUSA
U BECTH  CHUCTEMBI | CHCTEMBI JOKYMEHTAI[MOHHOTO OOeCreveHus
JIOKYMEHTAIIMOHHOTO VIpaBIICHUS B OpraHU3alliy Ha 0a3e HOBEWUITUX
obecreueHus TEXHOJIOTHIA;
yIpaBICHUS B | YMeTh — TPHUMEHITh Ha TPAKTHKE METOIUKY
OpraHm3ali Ha 0a3e | CO3AaHHUs u BEJICHUS CHCTEMBI
HOBEHINMX TEXHOJOTUH | TOKYMEHTAITMOHHOTO O0ECIICYCHHS YIPaBICHUS




B OpraHMU3aIiiy Ha 0a3e HOBEHIITUX TEXHOJIOTHI;
Bmagets - METOOWMKOM CO3JaHHUS U BEICHHUSI
CHUCTEMBI JOKYMEHTAI[MOHHOTO OOecreyYeHus
yIpaBlieHUS] B OpraHU3auu Ha 0a3e HOBEUIINX
TEXHOJIOTHIA;

I1K-31

CIIOCOOHOCTH
pa3zpabaThiBaTh
JIOKAJILHBIE
HOPMATUBHBIC AaKTBl U
HOPMAaTUBHO-
METOJUYECKHUE
JIOKYMEHTBI o
BEJICHUIO
nH(pOpMaIMOHHO-
JIOKYMEHTAIMOHHOTO
obecneyeHus
yIpaBICHUS

3HaTh - PernamenTanuto BOIIPOCOB
JOKYMEHTHUPOBAHUS B Pa0dOTHI C JOKYMEHTaMH B
3aKOHOJATENIbHBIX U HOPMATHBHBIX MPAaBOBBIX
akTax P®;

- Ilopsimok ucnonb30BaHUsS  HOPMATUBHO-
METOJIMYECKUX JIOKYMEHTOB IIpH pa3paboTke
JIOKAJIbHBIX aKTOB OpraHu3aluii,
PETYIHPYIOIIHX JOKYMEHTAIMOHHOE
o0ecrnieueHure ynpaBjieHHUs,

-MeTouKy pa3pabOTKH U COBEPIICHCTBOBAHUS
JIOKAJIbHBIX aKTOB OpraHu3aIuii,
PETYIHPYIOIIHX JOKYMEHTAIMOHHOE
o0ecrnieueHre yrnpaBieHHUs,

- Meroauky pa3pabotku  Tabens  Gopm
JOKYMEHTOB U anbboma ¢opM (1mabioHOB)
JIOKYMEHTOB JIJIsl OpPTaHHU3AIIHH.

Ymemv: - - Pa3pabaTbiBaTh  KOMIUICKC
OpTraHU3aIMOHHBIX JIOKyMEHTOB 1o
OpraHHu3aIu JOKYMEHTAllMOHHOTO
oOecrnieueHus ynpaBacHUs;

- PaspabarbiBaTh Tabenb (OpM HOKYMEHTOB U
anp0oM  ¢opMm (mabI0HOB) JOKYMEHTOB ISt
OpraHH3aI;

Braoems  -- Metogamu  pa3zpaboTku U
COBEpIIIEHCTBOBAHUS JIOKAJIbHBIX aKTOB
OpraHu3aIuii, PETYIHPYIOIIHX
JIOKYMEHTAIMOHHOE 00ecleueHne yrpaBIeHus

[1K-45

BJIaJCHUEM MCTOAaMH
OIITUMH3 Al
JOKYMCHTOIIOTOKOB

3uams.: TexHonmormueckue sTanbl pabOThl C
JOKYMEHTaMHU M BO3MOXXHOCTHU ONTHUMH3ALUU
JIOKYMEHTOTIOTOKOB.

Ymems: - OpranuszoBath JBUKEHUE
JIOKYMEHTOB TI0 ONITUMAJILHOMY MapIuipyTy
Braoems - - Merogamu  ONTHMH3AIUH
JIOKyMEHTO000pOTa B COBPEMEHHBIX
OpraHu3alMsIX.

[1K-46

- BJIAaJACHHUC MCTOAaMU

MPOBEJCHUST  aHau3a
OpTaHHU3aIuU
JOKYMEHTaIlMOHHOTO
oOecrieyeHus
yIpaBIeHUs 51
apXWBHOI'O  XpaHEHU:d
JIOKYMEHTOB B

KOHKPETHOU

3Hath - MeToauKy 00clieZIoBaHNs OpraHu3aluu
JOKYMEHTAIMOHHOTO O0eCIeueHus! yIpaBiIeHUs
B OpraHu3aIusx;

- Buapl OKampHBIX OPrIpOEKTOB M ATalbl UX
MIPOBEJICHUS;

- Meronpl, npumeHsieMble IpPU IPOBEIECHUU
OpITIPOEKTHBIX padoT;

Ymems - BoiOupatb 0ObEKTHI pallMOHATM3ALNN
U TPUMEHSITh  METOAUKY  o0cienoBaHus




OpraHu3aluu

OpTraHHU3aIu’ JIOKYMEHTAIIMOHHOTO
obecrnieueHus yIpaBIeHUS B OPraHU3aIHsIX;
Braoemo - Meromamu o0cienoBanus

JOKYMEHTAIMOHHOTO O0ECIIeUeHus! yIpaBICHUS
B COBPEMEHHBIX OpraHU3alMsIX;

- Metogamu ananmsa coOpaHHOTO MaTepuaia u
BBISIBJICHUS] HAIPaBJICHUN COBEPLICHCTBOBAHUS
JOKYMEHTAIIMOHHOTO 00ECTIeYCHHUsI YIIPaBICHHS,

I1K-48 BIIaJICHUE  HaBBIKaMU | 3HaTh - MeTonuky pa3paboTku Tadens Ghopm
ONTHUMH3AIMA COCTaBa | JOKYMEHTOB H anbOoma ¢opM (mabioHOB)
JIOKYMEHTOB U | JIOKyMEHTOB JJIsSi OpTaHU3aIHH;
WH(OPMAITMOHHBIX - Metonuky pa3pabOTKH U COBEPIIICHCTBOBAHUS
MIOTOKOB, COKpAIICHHUS | JIOKATbHBIX aKTOB OpraHu3anui,
UX KOJIMYECTBA PETYIHPYIOIIHX JOKYMEHTAIMOHHOE

oOecrieyeHne yrpaBIieHHSI,

Ymems: - Pa3pabatsiBaTh KOMIUIEKC
OpraHu3aIMOHHBIX JIOKYMEHTOB o
OpraHu3aIuu JIOKYMEHTAIlMOHHOTO
oOecIeYeHUs yIpaBIICHHS,

- Pa3pabareiBath Tabenb GoOpM JTOKYMEHTOB U
anp0om ¢opM (11a0IOHOB) JOKYMEHTOB JUJIsS
OpTraHH3aIH;

Braoemo- Meronamu pa3paboTKu u
COBEpPIIICHCTBOBAHUS JIOKQJTBHBIX aKTOB
OpraHu3anuii, PEryIUPYOIINX
JOKYMEHTAIMOHHOE 00ECTIeYeHHE YIIPaBIICHHS,

[TK-50 CIIOCOOHOCTBIO 3namu:

COBEPILICHCTBOBATH MecTto W 3Ha4YCHHWE COBEPIICHCTBOBAHHUS
JIOKYMEHTAI[MOHHOE JOKYMEHTAI[MOHHOTO ~ O0ecCreueHuss mpu
obecrieueHne MPOBEJICHUU  OPTTIPOCKTHBIX  paboT B
yOpaBIeHUs anmnapare YIpaBJIeHUs OpraHU3aIuy;

PernmamenTanuto BOIIPOCOB
JOKYMEHTUPOBAHHUS u paboThI c
JOKYMCHTaMU B 3aKOHOJaTCIIbHBIX u
HOPMAaTHBHBIX NPABOBBIX akTax Pd;

HOpSI)IOK HCIIOJIBb30BaHUA HOPMAaTUBHO-
METOJUYECKHX JTOKYMEHTOB MpHU pazpaboTke

JIOKaAJIbHBIX aKTOB 0pl"aHH3aHPII7[,
PETyIMPYIOIIUX JOKYMEHTAI[MOHHOE
obecrieueHre ypaBJIeHHUS;

Metoauky pa3paboTku u
COBCPUICHCTBOBAHUSA JIOKAJIBbHBIX aKTOB
opraHu3zanuii, S RAZ )% {01170
JIOKYMEHTAIlMOHHOE obecrnieueHue
yTpaBJICHUS;

Metoauky  oOciemoBaHWs — OpraHH3alUN
JIOKYMEHTAIHOHHOTO obecrieyeHus

YIPaBJICHUS B OpraHU3aIUsX;
Buasl n10KanbHBIX OPIIPOEKTOB U JTAIbl UX
MIPOBEACHUS;




Metoapl, TpUMEHsIeMble TPU TMPOBEICHUU
OPTTIPOEKTHBIX paboT;

CoBpeMeHHBIC HaIpaBJICHUS
panroHaTu3aIH JOKYMEHTAI[HOHHOTO
oOecIeYeHus yIpaBIICHHS,

Metoauky BbIOOpa U BHEIPEHUS CHCTEM
AJIEKTPOHHOTO JOKYMEHTO000POTa;
Metonuky  paspabotku  Tabens  Gopm
JOKYMEHTOB M anbboMa ¢opm (11abI0HOB)
JOKYMEHTOB JUIsl OpTaHU3aLINY;
TexHonormueckue  3tanmbl  pabOTBl  C
JIOKyMEHTaMH u BO3MOXHOCTH
ONITUMU3AIMH JOKYMEHTOIIOTOKOB.

Ymems: Bri6upars 0OBEKTHI
palMoHaNU3aMd ¥ TPUMEHSITh METOAUKY
o0cIie10BaHuMsI OpraHu3aIiu
JOKYMEHTAIHOHHOTO obecriedeHus
yIpaBJICHUS] B OpPraHU3aIHsIX;

ITo pe3yabpTaTam aHaIM3a
JOKYMEHTAIHOHHOTO oOecrieyeHust

YHPpaBJICHUA JaBaTb MMPCATIOXKCHUA oo
palroHaJIn3aluu;

PazpabarbiBath KOMILIEKC
OpraHU3aIMOHHBIX JIOKYMEHTOB 1o
OpraHu3aIu JIOKYMEHTAI[MOHHOTO

o0ecrieyeHus yrnpasieHUs;

CraButh 3a/1a4u npu pa3paboTke
IPOTrPaMMHOTO o0ecrieueHHs npu
BHEJPEHUH cHCTEM AJIEKTPOHHOTO
JIOKYMEHTO000pOTa;

Brenapars PEUI0KEHUSA o
panroHaIU3alun JOKYMEHTAI[HOHHOTO
oOecrnievyeHus ynpaBaeHUs;

PazpabatbiBaTh Tabenb GopM TOKYMEHTOB U
anpo0M GopM (11abJIOHOB) TOKYMEHTOB IS

OpraHu3alunu,
IIPUMCHSAITH HOBBIC I/IH(l)OpMaHI/IOHHI)Ie
TCXHOJIOTHH B AOKYMCHTAllTUOHHOM

o0OecrieueHny yrnpaBJIeHUs;
OpraHu3oBaTh [JBI)KEHHE JIOKYMEHTOB IIO
OIITUMAJIBHOMY MapILIPyTy.

Bnaoemy: Meronamu YIOPSITOYEHUS
cOCTaBa JOKYMEHTOB MU HH(DOPMAIIMOHHBIX
MoKa3aTeleit;

Metonamu o0cie10BaHMs
JOKYMEHTallMOHHOTO o0ecrnieueHus
YIPaBIEHUS B COBPEMEHHBIX OPraHU3ALNSAX;
Metonamu aHann3a coOpaHHOro MaTepuaia
u BBISIBJICHMUSI HaIpaBJICHUN




COBEPILICHCTBOBAHMS  JIOKYMEHTALIMOHHOTO
o0ecrieyeHus yrpaBieHHS;

CoBpeMeHHbIMU TEXHOJIOTUSIMU
yIpaBJIeHUS TOKyMEHTalNeH;

Mertonamu pa3paboTku u
COBEPILICHCTBOBAHMS  JIOKAIBHBIX  AKTOB
opraHu3zanuii, PEryIUpyrOIuX
JOKYMEHTAIMOHHOE oOecrieueHue
yIpaBJICHUS;

- Meronamu [IPOEKTUPOBAHUSA
panMoHaIbHBIX cucTeM
JOKYMEHTAIHOHHOTO obecrieyeHus
yIpaBJIeHUs Ha 0aze HOBEHIINX
TEXHOJIOTHI;

- Metonamu ONTUMU3ALNH
JIOKyMEHTOO000pOTa B COBPEMEHHBIX
OpraHu3aLusX.

1.3. Mecrto AucHMILINHBI (MOYJIsI) B CTPYKTYpPe OCHOBHOI1 00pa30BaTe/IbHOI MPOrpaMMbl

HucuunnuHa (Moxynb) «HampaBrneHuss COBEpIICHCTBOBAHUS — JEIOMPOU3BOCTBAY
OTHOCHTCS K BApUATHBHOM YacTu OJI0Ka JUCHUIUIMH Y4eOHOTO TUIaHa.

Jlisi OCBOGHMS TUCHMIUIMHBI (MOJIYJisi) HEOOXOIMMBI 3HAHHS, YMEHHS W BIAJCHHS,
c(OpMUPOBAHHBIE B XOJ€ M3YYCHHS CIEIYIONIMX AMCUUIUIMH W TPOXOXKICHUS TMPAKTHUK:
«/lokymentoBenenue», «OpraHuzanus M TEXHOJOTHsS JOKYMEHTAI[MOHHOIO oOOecredyeHus
ympasieHus», «KaapoBoe nenonpousBojacTBO», «OpraHuzamusi padboOTHl ¢ 0O0paleHusIMHU
rpaXxaany, «JlokymeHnTupoBanue MIPOXOXKACHUS rocy/1apCTBEHHOM CITyKOBI»,
«MH(popMaMOHHBIE  TEXHOJOTMM B  JIOKYMEHTAllMOHHOM  OOECIEYeHHH  YIpaBICHUN»,
«Opranu3aioHHbIE OCHOBBI CTaHJAPTU3ALMS TOKYMEHTAIIMOHHOTO 00ECTIeYeHNs YIIPABICHUY,
Y4eOHO-TIpOU3BOICTBEHHOM MPAKTUKHU IO IOKYMEHTOBEACHHUIO.

B pesynbrare ocBOEHMsSI NUCHUIUIMHBI (MOIyJNs) (HOPMHUPYIOTCSI 3HaHUS, YMEHMS H
BJIaJICHUsI, HEOOXOIUMBIE /JIs1 U3YUEHHUS CIEAYIOUIMX AUCIUILIMH U MPOXO0KACHUS MPAKTUK:
«PerynupoBaHue JOKYMEHTAIMOHHOTO OOECHEUeHUs YIpaBlieHUs B aJMHHHUCTPATUBHBIX

periraMCcHTaxy», NpCAIuIJIOMHas IMPaKTUKa

2. CTpyKTYypa JTUCHHMILUIMHBI (MOLYJIs1)

Cmpykmypa oucuyuniaunst (Mo0y1s) 01 0O4HOU POPMbL 00yUeHUA

(2017 200 nabopa)



OO0mas Tpy0EMKOCTh UCIUIUIMHEL cocTaBisieT 5 3.e., 180 4., B TOM umnciie KOHTaKTHas padoTa
oOyuaromuxcs ¢ npenofasareneM 42 4., pOMEXyTOYHAs arTectaus 2 4.,
caMoCTosTelIbHAs paboTa 00yJaromuxcs, B T.4. KypcoBas pabora _ 136 .

/o

Paznen
HHCHHHHHHLUTCMLI

Cemectp

Bupl yueOHO# paboTh

(B yacax)

KOHTaKTHas

Jlexum

CeMuHap

JlaGoparopHbie
[TpomexyTou-

[IpakTueckue
BaHATHUS

BaHATUA

HadA aTTeCTaluia

CamocrosTeapHas

paboTta

Dopmsbl
TEKYLIETO
KOHTPOJIA

yCIIEBAEMOCTH,

dbopma
MPOMEKYTOYHOMN
aTTeCTaIuu (1o
cemecmpam)

Beenenue
Pazpabotka nepBbix
METOJIUK
panroHaIN3aIN
rocarrmapara u
JIeTIOTIPON3BOICTBA

[EY
o

Ormpoc

IlonsTue
KOMILIEKCHOTO U
JIOKaJIbHOTO
oprupoekTa bazoBbie
STarbl MPOBEICHUS
OpPTIPOEKTHBIX PaboT
o
COBEPIIICHCTBOBAHUIO
A0y

10

Ompoc

MeTtoabl
MPEINPOECKTHOTO
00caem0BaHNs
OpraHu3aluy,
METObI aHAJIN3a U
MPOEKTUPOBAHUS
JOKYMEHTAI[MOHHOTO
oOecrieueHust
YIIpaBIICHUS

10

Ompoc

CoBpeMeHHbIE
3aKOHOAATEIbHBIC U
HOPMAaTHUBHBIE
MIPABOBBIE AKTHI,
perynupyroiue
Borpocsl JIOY,

10

Ompoc




10

00513aTEIBHOCTD UX
MPUMECHCHHS B

COBPEMEHHBIX
OpraHU3aIMIX
AHan3 T0KaIbLHBIX 10 24 IToarorosxka k
HOPMATHBHBIX aKTOB n1abopaTopHOMY
Y PETJIAMEHTHBIX 3aHATHIO
JIOKYMEHTOB T10
JOY, metoauka ux
COBEPIIICHCTBOBAHUS
Mertoauka aHajan3a 10 24 IToarorosxka k
ciyx0b1 IOV, BuzoB n1abopaTopHOMY
JOKYMEHTOB H 3aHATUIO
CHCTEM
JIOKYMEHTAIIWH,
CO3JaBAEMBIX B
OpraHHU3aIiH
Tunossie
MIPETIOKEHUS TI0
paroHaIu3auu
Meronuka againusa 8 24 TecTtupoBanue
JOKYMEHTO00O0poTa
IloaroroBka x
Y OpTaHHU3aIIH
1a00paTopHOMY
paboThI ¢
3aHATUIO
JOKYMEHTaMH.
Tunossie
MIPEITIOKEHUS TI0
paroHaITn3auu
CoBepIiiieHCTBOBaHHE 26 IToxaroroska k
JOVY nyrem JEKIHUH
BHEJPEHUS CUCTEM
IToaroroBka x
ANEKTPOHHOTO .
ATOTOBOM
JOKYMEHTO000poTa
arTecTalnuu
IToaroroBka
Kypcosas paboma KypcoBOit
paboTbI
UmMoz206as
3auem c oyenkoti KOHMPOJbHAS

paboma
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UTOrO: 14 28 2 136

(2018 200 nabopa)

OO01mas Tpy10€MKOCTb AUCHMUILIHHBI COCTaBIseT S 3.., 180 4., B TOM 4mcIie KOHTaKTHas paboTta
oOyyaromuxcs ¢ npenojasaresnieM 42 4., mpoMexxyTtouHas artectaimsa 20 4.,
camocCTosITeIbHAsE paboTa 00yJaromuxcs, B T.4. KypcoBas padota _ 118 .

Ne
/o

B OHOI1 pad
uzabl yaeOHOH paboThl Dopst

(B "acax) TEKYILEro
KOHTPOJIS
yCIIEBaEMOCTH,

KOHTAKTHAasg
Paznen

JUCHUILINHBL/ TEMBI

dbopma
IIPOMEKYTOYHOU
aTTeCTaluu (1o
cemecmpam)

JlaboparopHbIe
[TpomexyTou-
Has aTTeCTallus
CamocrosTeabHas
pabota

[IpakTruueckue
BaHATHUS

Cemectp
Jlexum
CeMuHap
BaHATHUS

[EY
o

Beenenue 2
Pazpabotka nepBbix
METOJIMK
palOHATN3AINH
rocarnrnapara u
JEJONPOM3BOACTBA

Ormpoc

[Tonsitre 2 10 Omnpoc
KOMILJIEKCHOTO U
JIOKQJIbHOTO
opripoekTa bazoBbie
JTarbl TPOBEICHUS
OpPTIPOEKTHBIX PaboT
o
COBEpIIEHCTBOBAHUIO
J0Yy

Meroasl 2 10 Ompoc
MPEIPOCKTHOTO
o0cienoBanus
OpraHH3aIlVH,
METO/IbI aHAIU3a U
HpOGKTI/IpOBaHI/IH
)IOKYMGHTaHI/IOHHOFO
oOecreyeHnus
yIIpaBiIeHUs

CoBpemeHHbIE 2 10 Omnpoc
3aKOHOJATeJbHbIE U
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HOpPMaTUBHbIE
MIPaBOBbIE AKTHI,
perynupymoiue
Borpockl JIOY,
00513aTeTbHOCTD UX
MIPUMEHEHHUS B

COBPEMEHHBIX
OpraHHU3aIHIX
AHann3 TOKAJIBHBIX 10 18 [Toxroroska k
HOPMAaTHBHBIX aKTOB 1a00paTOPHOMY
1 perjiaMeHTHBIX 3aHATHIO
JIOKYMEHTOB TI0
HOY, metoauka ux
COBEPIIICHCTBOBAHUS
Mertoauka aHaian3a 10 18 Iloaroroska k
cityx0b1 JIOY, BuzioB 1a00paTopHOMY
JOKYMEHTOB H 3aHATHIO
CHCTEM
JIOKYMEHTAIIWH,
CO3JaBAEMBIX B
OpraHU3aIHH
Tunossie
MIPEAJIOKEHUS 110
palnoHaIM3auN
MeTtouka aHanmu3a 8 18 TectupoBanue
OKYMEHTO000pOTa
Y P IloaroroBka k
Y OpTaHH3AIAH
1abopaTopHOMY
paboThI C
3aHATHIO
JOKYMEHTaMH.
Tunossie
MIPEITIOKEHUS TI0
parMoHaIT3auu
CoBepIiiieHCTBOBaHHE 26 IToaroroska x
JAOY nyrem JEKIUU
BHEJIPCHUS CUCTEM
IloaroroBka x
AEKTPOHHOTO g
HUTOTOBOI
JIOKyMEHTO000pOTa
aTTeCTaluu
Kypcosas paboma Hoaroroska

KypCOBOM
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paboTsl
20 umo2o8ast
9K3aMeH KOHMPONbHAS
paboma
UTOTO: 14 28 20 118
3. Conep:xanue TUCHUILIUHBI (MOTYJIs1)
Ne | HaumeHoBaHue pa3jena Conep:xanue
AUCHUTLINHBI
1 Paznen 1. Beenenne. Pazpadorka [Tonsatue ‘‘panMoHaIU3aTOpPCKUE padOTHI”,

METOJIUK pauMoHaJIu3alun
rocammaparta "
A€JI0MPOU3BOACTBA

IIPEANIOCBHIIKA BO3SHUKHOBEHUS U PA3BUTUS METOIHUK
palMoOHANM3alNN JEJIONPOU3BOJICTBA. [[BHKEHHE 3a
BHeapenne npuHuunoB HOT B cdepy ympasnenus,
CO3/1aHHE palMOHAIN3aTOPCKUX LIEHTPOB
COBEpLICHCTBOBAHUS YINPABICHYECKOIO TpyAa U
nenornpousBogctBa  1920-ronpr.  Co3manue AO
“OprcTpoii” u MHCTUTyTa TEXHHMKH YIIPaBJICHHUS.
PazpaboTka MeTO0B 00CIEOBAHUHN YUpPEKICHHIH,
METOJIMKH COBEPIICHCTBOBAHUS JIEIOIPOU3BOJICTBA.

MeTtoauku panvoHaIM3alu ACJIOIIPOU3BOACTBA U

HOPMAaTUBHO-METOJUYCCKHC JOKYMCHTEI,
pa3pa60TaHHLIe Bcecoro3HpiM HAay4YHO-
HCCICI0OBATCIIBCKUM HHCTUTYTOM
JAOKYMCHTOBCACHU A n APXHUBHOT'O Jciia

(BHUNIOAL), BHHWMWoprrexnuky, Hayuno-
HCCIEA0BATEIILCKUM  CEKTOpOM  MOCKOBCKOTO
roCyapCTBEHHOTO HUCTOPUKO-apXUBHOIO
WHCTUTYyTa. MeToauveckue peKOMEHIANU 10
MIPAKTUYECKOMY MIPUMEHEHUIO OCHOBHBIX
IOJIOKEHUHN EI'CL; Meroauka pacuera

9KOHOMMUYECKOMN 3P PEKTUBHOCTH BHEJPEHUS
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ocHOBHbIX mosioxkennit EI'CJl; pexkoMeHmanmuu mo

BCACHUIO ACJIOMPOU3BOACTBA B Hay4HO -

HUCCICAOBATCIIbCKUX OpraHu3alugax; pEeKOMCHIAAIIUN

IO  COBCPIICHCTBOBAHUIO  JCJIOIIPOU3BOJCTBA B

HCIIOJIKOMAax MECTHBIX CoBeToB JACIIyTaTOB

TPY IALLUXCS. I'ocynapcrBennas cucrema

JOKYMEHTAI[MOHHOTO  O0ECIEYCHHsSI  YIPaBJICHHUS
('CAOY). TunoBas cucremMa JOKyMEHTAIMOHHOTO

obecrieuenus (TCJO).

Pa3zpen 2. IousiTue
KOMILIEKCHOT0O M JIOKAJbHOI'0
oprupoekta. ba3oBble 3Tanbl
NpoBeIeHust OPITPOEKTHBIX
padoT MmO COBepPUIEHCTBOBAHUIO
JAOKYMEHTALIMOHHOT0
olecrieyeHus! ynpaBJieHHS.

KommnekcHblii W JIOKaNbHBIM  HPOEKT
palMoOHaIbHOW OpraHu3aluu JOKYMEHTAI[MOHHOTO
obecrnieuenus. CocTaB OprupoeKTa: U3ydeHUe 3aad
OpraHu3alyM, CTPYKTYpHI, MITATOB, ciayx0b 1OV,
JIOKAJIBHBIX

HOPMAaTUBHBIX aKTOB u

OpraHHU3allMOHHBIX JOKYMCHTOB, OIPCACIISAIOMNX

pabory cayxObl JIOY, mnopsaka cOCTaBiI€HUS MU

oopmienus JIOKYMEHTOB, OpraHu3aluu
JOKYMEHTOO0OpOTa,  TEXHOJOTHH  paboThl ¢
JIOKyMEHTaMHU, OpraHu3aIu XpaHEHUS
nokyMeHToB.  OmucarenbHas — (aHaJIUTHYECKas),

rpadguueckass ¥ TaOMUYHAST YacTU OPIIPOEKTOB;

pacder YKOHOMHUYECKON 3¢ dexTuBHOCTH

IIpeAJIaraeMbIX MEPONPHUATHH. Buenpenue
KOMIUIEKCHBIX U JIOKAJIbHBIX IIPOCKTOB OpraHu3anuu
JIOKYMEHTAIlMOHHOTO 00€ecleYeHHsl YIpaBiIeHUs Ha
0a3e HOBEHIINX TEXHOJIOTHH, BEIOOp MPOrpaMMHOIO

oOecrieueHus.

Dransl NPOBEICHUS OPTIPOEKTHBIX padoT Mo

COBCPUICHCTBOBAHUTO AOKYMCECHTAIIMOHHOTO
obecneueHUs YHpaBJICHUSA: OpCAIPOCKTHOC
O6CJ'I€IIOB3.HI/IC; COCTaBJICHUC TCXHHUYCCKOI'O
3aaHusd; JCTAJIbHOC O6CH€)IOB3HI/IG

JOKYMEHTAIlMOHHOTO  OOECreueHusi YIpaBJieHHUS,;
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BBIABJIICHUE HCEAOCTATKOB B JOKYMCHTAIIMOHHOM

o0ecrieyeHnn yIpaBJICHUS; pa3paboTka
HaHpaBJ’IeHI/If/'I COBCPHICHCTBOBAHUSA
JOKYMECHTALMOHHOTO  O0ECIICUYCHHs  yIPaBJICHHUS;

pacuer SKOHOMHYECKON 3((PEeKTUBHOCTU MPOEKTa;

BHEJPEHUE IIpOEeKTa paloHaI3auu
JOKYMEHTAIMOHHOTO OOECIIeYeHHs YTpaBICHUS B

OpraHu3alnuu.

Pazneu. 3. Metoanl
NPEANPOEKTHOIO  00c/Ie/I0BAHNUS
OpraHu3anu, MeTOAbl AaHAJIN3Aa U
NPOeKTHPOBAHUS
AOKYMEHTAIlHOHHOTO
odecrneyeHus: ynpasBJeHUs

MeToabl IpeAnpOEKTHOTO 00CIEAOBAHMS: U3yUCHHE
JTOKyMEHTOB uccieyeMoi OpraHHM3aLuH
(BBISIBJICHHE U aHATIU3 YUPETUTEIBHBIX JIOKYyMEHTOB,
aHaJIM3 OPraHU3alUOHHBIX TOKYMEHTOB, BBISBIICHHE
Y aHaJIM3 YHUPHUIUPOBAHHBIX GOPM U TpadapeTHHIX
TEKCTOB JIOKYMEHTOB, AHAJIU3 Pa3JIMYHBIX CHCTEM
JOKYMEHTAIlUN U BUIOB JIOKyMEHTOB, CO3/IaBAEMbIX

B OpraHu3aIum); METO/IbI HaOJIOICHUS
(memocpencTBeHHoe — HaOmroneHue,  Qororpadus
pabouero maHs, camodotorpadus pabodero mgHS,
XPOHOMETPAXK); METO/IbI orpoca

(MHTEepBBIOMPOBAHHNE U AHKETUPOBAHUE).

Metonsl  aHanm3a pe3yNlbTAaTOB  OOCIIEJOBAHMUS:
METO[I KJaccuukanuu (cucremaTH3aInN )
MaTepUajIoB; METOJ COMOCTABICHUS WIIM CPABHEHHUS,
rpaguyecKrue 1 MaTeMaTUYECKHE METO/IbI.

Pazgen 4. CoBpeMeHHbIE
3aKOHOAaTelbHbIe |
HOPMATHBHbIE MPAaBOBbIE¢ AKTHI,
peryaupywiue Bomnpocsl 1OV,
00513aTEeJIbHOCTh WX NPHUMEHEHHS
B COBPEMEHHBIX OPraHU3anUAX

Pernamenranus JIOY B denepanbHbIX 3aKOHaX MU
kogekcax P®; permamenrtanmus JOY B VYkazax
IIpesunenra P®, Ilocranosnenusx IlpaBurenscrsa
P®; pernmamentanus JOY B HOpMaTHBHBIX
IIPaBOBBIX aKkTax benepanbHbIX OpraHoB
HCIIOJTHUTEIBHON BIIACTH.

Pa3znen 5. AHaju3 J0KAJbHBIX
HOPMATHUBHBIX AKTOB H
perjiaMeHTHBIX JOKYMEHTOB 110
JOY, meTonuka nx
COBEPLICHCTBOBAHMS

COBpeMCHHI)Ie HOPMAaTUBHO-METOJUYCCKHUC
JOKYMEHThI 1O  JENONPOU3BOACTBY U  HUX
MPUMEHEHHUE JUIsl pa3pabOTKHU JIOKAIbHBIX aKTOB
OpraHH3aIlHii. Heo0xomumocTh MOJATOTOBKU
KOMIIJICKCAa JIOKAJIBHBIX HOPMAaTUBHBIX aKTOB
OpraHM3aly Kak OCHOBHI panuoHanusanuu JJOV:
paspaboTka mojoxkenuss o  cayxbe OV,
paspaboTka JOJKHOCTHBIX UHCTPYKIUH
COTPYHUKOB CITYKOBI JH0Y; pa3paboTka

MHCTPYKIIMM 10 JeJONPOU3BOJACTBY; pa3pabOTKH
tabenss GopM JOKYMEHTOB; pa3paboTka anbOoma
¢dopm nokymMeHTOB. HeoOX0qMMOCTh aKTyanu3aluu
JOJDKHOCTHBIX  MHCTPYKUHWH, HHCTPYKLIMH IO
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JIeJIONPOU3BOICTBY.

Mertoauka aHau3a MHCTPYKIUA o
JIEJIONIPOU3BOJICTBY (yTouHnenue pa3nennon
WHCTPYKLIUM, BBISBJICHHE YYacTKOB, KOTOpHIE
HEJIOCTaTOYHO  MOJAPOOHO  pErIaMEeHTHPOBAHBI,
yTOYHEHHEe U  J0paboTKa  MNPWIOKEHHH K

WHCTPYKIIMY, TE€PEBOJ MIA0JIOHOB JIOKYMEHTOB B
ANEKTPOHHBIA BUI). B03MOXHOCTH pa3pabOTKu
JIOTIOJIHUTEJbHBIX PETJIAMEHTHBIX JOKYMEHTOB B
JIOTIOJIHEHUE K MHCTPYKUUHU [0 JEIONPOU3BOJACTBY
(MOpsiIOK  COTIacoBaHMsA JOKYMEHTOB, IOPSA0K
KOHTPOJISI UCTIOIHEHUS JOKYMEHTOB U T.11.).

Pa3znen 6. MeToanka aHajImn3a

CIIYXKOBI J0Y, BH/I0B
JOKYMEHTOB " CHCTEM
AOKYMEHTAllMH, CO31aBaeMbIX B
OpraHu3anuu TunoBble
npeai0KeHust no
pauMoHAIH3AUNHU

Metonuka ananm3a cinyx0b1 JIOY  (u3ydeHwme
CTPYKTYPbl M YHCICHHOCTH PaOOTHUKOB CIIy>KObI
J0VY, olpezeseHue BEPTUKAJIbHBIX "
TOPU3OHTAIBHBIX CBA3€H C PYKOBOJACTBOM U
JIPYTUMH COTPYAHUKAMHU OpPTaHMU3AlUH, YTOUYHEHHE
GbyHKuMl CITyKObI J0Y, BBISIBJICHUE
neperpyKeHHOCTH WIH HEJ0CTaTOYHOU
3arpy’>KeHHOCTH  COTPYAHUKOB ciayxObl  J[OVY).
IIpoBenenue aHaiu3a OpTraHU3aI[MOHHBIX
JNOKyMeHTOB  ciyx0bl  JIOY u  TexHuueckoi
OCHAIIIEHHOCTH pabovnX MECT.

[IpoBenenue anamu3a cUCTEM JOKYMEHTAllUM M
BUJIOB IOKYMEHTOB, U3yU€HHE Ha3HAYEHUs KaXKI0ro
BUJIa JOKYMEHTA, COCTaBa PEKBU3UTOB U CTPYKTYpHI
TEKCTA.

Pasnex 7. Meroauka aHajam3a

JOKYMEHT0000poTa "
OpraHM3anuu padoThI c
AOKYMeHTaMHu. Tunossbie
NpeIJI0KeHHA no
PALMOHAIM3ALUU

[Ipumenenue rpaduueckux METOJIOB JUIsl aHAIN3a
JTOKyMEHTOOOOpOTa  OpraHu3anuu  (IOATOTOBKA
oreporpaMM IO JOKYMEHTOIOTOKaM, COCTaBJIEHHE
MapuipyToB  JABIDKEHHSI  OTACIBHBIX  BHJOB
nokymMeHToB). IlpeacraBieHune Ou3HeC-IPOLIECCOB
opraHM3alMi B  BHJE  OJok-cxeM.  AHamu3
BXOJISAIETO, UCXOJIALIETO, BHYTPEHHET O
JOKYMEHTOTIOTOKOB TI0 BHJAaM JTOKYMEHTOB, TIO
KOppECIOHIeHTaM, II0 CIoco0aM JOCTaBKU U
ornpasku. [IpeacraBnenue pe3ynbTaToB aHAIH3a B
BUJIe rpauKOB U JUATrPaMM.

[Togcuer oObema JOKyMEHTOOOOpPOTA
CpaBHEHHE TOKa3aTess
MPEABITYIINMH.

3a  TrOf,
JIOKyMEHTO000poTa ¢

AHanu3 TEXHOJOTMH paboThl C JIOKyMEHTaMH
(KaXIplii TEXHOJIOTMYECKUN 3Tall pacCMaTpPUBAETCS
OTJIENIbHO, OTpeeNsoTCs y3KHe MECTa).
KoppektupoBka  Habopa  mokazateneid Ui
perucTpalMoHHbIX (opmM, pazpaboTka mopsaka
KOHTPOJISI HCIIOJIHEHUsI JIOKYMEHTOB, pa3paboTka
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MepeyHsi HEePEerucTpUPYeMbIX JIOKYMEHTOB U T.1.
AHanmu3 OpraHu3alydd XpaHeHUs: JOKYMEHTOB:
TIOPSIOK (dbopMupoBaHUs nelt, Ka4yecTBO
HOMEHKJIATy bl JEI.

Paznen 8. CosepuieHcTBOBaHHMe
JOY nyreM BHeIpeHUs] CHUCTEM
3J1eKTPOHHOI0
AOKYMEHT0000poTa

Kputepur  BbIOOpa  CHCTEMBI  3JIEKTPOHHOTO
JOKYMEHTO000pOoTA. ObocHoBaHMe BBIOOpA
CHCTEMBI 3JICKTPOHHOTO JIOKYMEHTO00OpOTa mepen
PYKOBOJIMTENIEM  OpraHu3anud, (opMupoBaHue

paboueii TPYIIIBL 110 BHEIPEHUIO 51
JIOKyMEHTHpOBaHUEe ee paborel. [loctaHoBKa 3a1au
nepen pa3paboTUuKOM IIPOrPaMMHOT0

obecrieyenuss. COOp HEOOXOAMMBIX MaTepHUaloB U
MOJITOTOBKA JIOKYMEHTOB JUISI BHEIPEHUSI CHCTEMBI
ANEKTPOHHOTO JOKyMeHTooOopoTa (Tabenb (opm
JOKYMEHTOB, MapIIPYThl JBHXXCHHUS JIOKYMEHTOB,
CIIMCOK TOJIb30BaTEJICH ¢ MpaBaMu JOCTYIIA, aTbOOM
(GOpM  JTOKYMEHTOB, PErHCTPALMOHHBIC (HOPMBI,
HOMEHKJIATypa JIeJl, KIacCU(DUKATOPBI JIOKYMEHTOB,
KOPPECIIOHICHTOB, MIOCTABIIIUKOB U TJ).
OmnpeneneHue nmepeyvHs: JOKYMEHTOB, COCTaBISIEMbIX
TOJILKO B DJIEKTPOHHOH Gopme. OnpesienieHue miana
MpOeKTa, CcOCTaBjeHHe Trpaduka paboT 1O

BHEJPEHUIO CUCTEMBI 3JIEKTPOHHOTO
JOKyMeHTooOopoTa. IIpenMyiecTBa  OIBITHOIO
BHeApeHHs.  HeoOXomuMocTh  perjaMeHTaluu

HOBOTO mnopsiaka padot no OV B JIOKaJIbHBIX aKTax
OpraHu3aIu

4. O0pa3oBaTeJbHbIC TEXHOJIOTHH

Oo0pa3oBaTte/ibHbIE TEXHOJOTUH

Ne/Ne | HaumenoBanue pazzaena Buner yuebHoii | OOpazoBareIbHbIC TEXHOIOTHT
paboThl

1 Beenenue, PazpaboTka Jlexmusg 1. BBoanast nekmnus
MEPBBIX METOJUK
paLMOHAIN3ALIN CamocTosTenpaas | [LOATOTOBKA K JICKITHH
FOCﬂHHapaTa 58 pa60Ta
JIETIONPOU3BO/ICTBA

2 Pa3nen 2. Tloustue | Jleknus 2 [TpobnemHuas nexims
KOMILIEKCHOT'O u
JIOKAJIBHOTO ~ OPTTIPOEKTA.
bazosnie 3TaIIbl

IpOBEACHMS CamocTosiTenbHas

IToaroroBka K JIEKIIUU
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OPTTIPOCKTHBIX PabOT Mo
COBEPILICHCTBOBAHHUIO
JIOKYMEHTAITMOHHOTO
oOecrnieueHus ynpaBiIeHUs.

paborta

Paznen. 3. MeTtonanl
MPEIPOSKTHOTO
o0cienoBaHusd
OpraHHU3aINH, METOIBI
aHanu3a n
MIPOEKTUPOBAHUS
JIOKYMEHTAITMOHHOTO

oOecrnieueHnsl yIpaBieHUs

Jlekmusa 3

CaMocTosTenbpHast
paborta

[TpobnemHuas nexims

IloaroroBka K JIEKIIUU

Paznen 4. CoBpeMeHHbIE
3aKOHOJIaTEIILHEIC 5
HOPMATHBHBIC  IPABOBBIC
aKTHI, peryiupyromnime
BOIIPOCHI A0V,
0053aTeIbHOCTh X
MIPUMEHEHUS B
COBPEMEHHBIX

OpraHu3aIsIX

Jlexnus 4.

CamocTosTenbHas
paborta

Jlexuusi-Bu3yanu3aius ¢
MPUMEHEHUEM CIIal-TIPOeKTOpa

IloaroroBka K JIEKIIUU

Paznen 5. Ananus
JIOKaJIbHBIX HOPMATHUBHBIX
aKTOB U PErJIaMEHTHBIX
nokymeHToB o J10Y,
METOMKA UX

Jlexnus 5.

JlabopaTopHoe

[TpobGnemHuas nexims

MOHI/ITOpI/IHr JJOKAJIBHBIX aKTOB H
PCTIIAaMCHTHBIX TOKYMCHTOB I10

COBEPIIICHCTBOBAHUS sanstue Nel HOV, ucnons3oBanue Kenc-MeTona
[ToaroroBka k mabopaTopHOMY
3aHATHIO

CaMocTosTenbpHast
paborta

Paznen 6. Metonuka | JJaboparopaoe Hcnonb3oBanue keic-MeTona

aHajan3a CayKObI oy

Y AOY, 3angTue Ne2
BUJIOB  JIOKYMEHTOB U

CHCTEM JOKYMCHTAIlMHU,
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CO3/1aBaEMbIX CamocrositensHas | [loaroroBka k JabopaTopHoMy
OpraHu3anuu Tunoseie 3aHATHIO
paborta
MPEJIOKEHUS
panMoHaNIU3aIUU
7 Pazgen 7. Meroauka | JlaboparopHoe [Toaroroska k y1aboparopHOMy
aHaiu3a 3aHSITHIO
3aHsTUe N3
JIOKYMEHTO0000poTa
OpraHM3aLuy  paGoThl Hcnonp3oBanue Kenc-MeTo1a
CamocTosTenbHas
JOKyMEHTaMHu.  THUIOBbIE
IpeaI0KEHUS paborta
paloHaI3anuu [ToaroroBka K TeCTUPOBAHUIO
8 Paznen Jlexumst 6 [IpoGnemHuas aexIus
CoBepIlieHCTBOBaHUE
JAOY nyrem BHeapeHus
CUCTEM 3IIEKTPOHHOTO TTo/IrOTOBKA K 3aueTy
JIOKyMEHTO00OpOTa CamocTosiTeTpHast
paborta

5. OueHnka nIaHUpPyeMbIX pe3yJIbTAaTOB 00y4eHus!

5.1. Cucrema onieHNBAHHUSA

dDopMa KOHTPOJIA

Makc. KOJIH4eCTBO 0aJ1710B

3a oany Bcero
paborty
Texywuti KOHmpow:
- yuacmue 68 OUCKYCCUU U 8bINOJHEHUE 3a0aHULL HA 10 6annos 30 bannos
NPAKMUYECKUX 3AHAMUX
- mecm (memwl 4-7) 30 b6annos 30 b6annos
IIpomedxcymounas ammecmayusi 40 6annos
(3auem c oyenKoli)
Umoeo 3a cemecmp (Oucyuniuny) 100 6annos
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[TosrydeHHBIN COBOKYMHBIN pe3yibTaT KOHBEPTUPYETCS B TPAIULIMOHHYIO IIIKATY OLIEHOK U B
IIKaly OlleHOK EBporieiickoii cucteMsl iepeHoca u HakoruieHust kpeantos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUM C TaOIUIICH:

100-6amnpHast T oA HLHORHAs 1K [xana

IKanxa panutt HKana ECTS

95 -100 A
OTIIUYHO

83-94 B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D
YJIOBJICTBOPUTEIHLHO

50-55 E

20-49 FX
HEYJIOBJICTBOPUTEIIBHO HE 3aYTCHO

0-19 F

5.2.KpnTep1m BbICTABJICHUA OLICHKHU IO JUCHUIIJIMHE

Banasl/ Ouenka no Kpurtepuu onenku pe3yibTaToB 00y4eHHUs 110
Ixana AMCUUILIMHE AMCHUILIMHE
ECTS
100-83/ COTITUIHOY/ BricTaBisiercst o0y4aromemMycs, €CIIi OH TITyOOKO U
IIPOYHO YCBOWJI TEOPETUYECKUN U MPAKTHYECKUI
A,B «3a4TEHO P Y P P
MaTepuai, MOXXeT IPOJEMOHCTPUPOBATh 3TO Ha 3aHATUSX
(oTIHuHO)»/ .
U B XOJI€ POMEKYTOYHON aTTECTALIUU.
«3a4TEHO»

OOyuaromnuiics HCUEPIBIBAIOIIE U JOITMYECKH CTPOITHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPHUIO C
IIPaKTUKOMH, CIIPaBIISIETCA C PELIEHUEM 3a/a4
npo¢eccuOHaTbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, NPaBUJILHO 0OOCHOBBIBAET MIPUHATHIE
pelIeHus.

CB00OIHO OpHEHTUPYETCS B YUEOHOH 1
npodeccHoHaIbHON IuTeparype.

OneHka o JUCHUIUIMHE BBICTABIISAIOTCS 00YYarOIEMYCS C
YYETOM pE3yabTAaTOB TEKYLIEH U MPOMEXKYTOUYHOMN
aTTECTALlNN.

Komnereniuu, 3akpeniéHnble 3a AUCIUIUTMHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUII».
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Banapl/
HIkaJuaa
ECTS

Onenka o
JUCHHUILINHE

Kpurtepun oneHKH pe3yJibTaTOB 00y4eHHs 10
AUCHUILINHE

82-68/

«XopouIoy/

«3aUTEHO
(xopor10)»/

«3a4YTCHO»

BricTaBnsiercst o0ydaromemycs, €Ciu OH 3HAeT
TEOPETUYECKHUI M MPAKTUICCKUN MaTepHall, TPaMOTHO H 110
CYIIIECTBY M3JIaraeT €ro Ha 3aHITHSIX U B XOJIC
MMPOMEKYTOYHON aTTECTAIlMHU, HE JOMYCKasl CYIIECTBEHHBIX
HETOYHOCTEHA.

OOyuaromnuiics IpaBUIBHO PUMEHSET TEOPETHUECKHUE
IIOJI0’KEHUS [IPU PELICHUH IPAKTUYECKUX 3a/1a4
poQeccCHOHaIbHOM HANPABICHHOCTH PA3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOIMMBIMH JUIsI TOTO HaBbIKAMH
U IpUEMaAMH.

JlocTaTOYHO XOPOIIO OPUEHTUPYETCS B yUeOHOU U
npodeccuoHanbHOM TUTEpaType.

OneHka o JUCLUIUIMHE BBICTABIIIOTCS 00Y4arOIEMYCS C
y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHOM
aTTECTALUN.

Kommnerenium, 3akperiéHHbIe 3a JUCITUTUTHHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIHIiN.

67-50/
D,E

«YIOBIIETBOPH-
TEJILHOY/

«3aUTCHO
(ynoBnerBopu-
TEIILHO)»/

«3a4YTCHO»

BricTaBnsiercsa oOy4aromemMycsi, €CiIi OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUUECKUI MaTepuall,
JIOTTYCKaeT OT/ENIbHbIE OMMUOKU MPH €ro U3JI0KEHNUHU Ha
3aHATUSIX U B XOJI€ TPOMEKYTOUHOM aTTeCTaluH.

OOyuaroluiicss HCIIBITBIBAET ONPEACTIEHHBIE 3aTPyAHEHUS
B IPUMEHEHUH TEOPETUYECKUX TOJI0KEHUHN NPU PELIEHUH
MPaKTHYECKHX 3a]a4 NPO(heCCUOHAIBHON HAIPaBIEHHOCTH
CTaHIapTHOI'O YPOBHS CIIOKHOCTH, BJIAJIEET
HEOOXOAUMBIMU JUIs 3TOTO 0a30BBIMH HaBBIKAMU U
IIPUEMAMH.

JleMOoHCTpUpYyEeT JOCTaTOYHBIM YpOBEHb 3HAHUS yU4eOHOU
JIUTEpaTyphl 110 JUCLHUILIMHE.

OneHka 1Mo JUCHHUIUIMHE BBICTABISAIOTCS 00YYarOEMyCs C
y4E€TOM PE3YJBTATOB TEKYILEH U TPOMEKYTOUHON
aTTeCTaluu.

Komniereniuu, 3aKkpeni€Hnble 3a JUCUUTUIMHOM,
c(hOopMHUPOBAHBI HA YPOBHE — «IOCTATOYHBIN.

49-0/
F,FX

«HCYHNOBJICTBOPUTC

JIBHOY/

BrictaBisiercs: o0yyarommemMycs, €Ciii OH He 3HAeT Ha
6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
MaTepHal, JoMycKkaeT rpyobie OIMOKY IpU ero
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Bbanasl/ Ouenka no Kpurtepun oneHKH pe3yJibTaTOB 00y4eHHs 10
HIkaJuaa JTUCIUIIINHE JTUCIUIIINHE
ECTS
HE 3a4TEHO W3JI0’KEHUU Ha 3aHATHUSIX U B XOJ€ MPOMEKYTOYHON
aTTecTaluu.

OOyu4aronuiicsi UCTIBITHIBACT CEPhE3HBIC 3aTPYAHEHUS B
IIPUMEHEHHUH TEOPETUUECKUX ITOJI0KEHUHN IIPU PEILICHUH
MPAKTUYECKHX 33/1a4 MPO(HEeCCHOHATLHON HAIPaBICHHOCTH
CTaHJAapPTHOI'O YPOBHS CIIOKHOCTH, HE BIAIEET
HEOOXOAUMBIMU JIJIS1 3TOTO HABBIKAMU U MPHUEMAMHU.

JlemoHcTpupyeT (hparMeHTapHbIe 3HaHUS Y4eOHON
JTUTEPATyphl 10 AUCLUIIIHHE.

OneHka no JUCHUILIMHE BBICTABIISAIOTCS 00y4YaroeMycs ¢
y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTALUN.

KommereHiiu Ha ypoBHE «IOCTaTOYHBINY, 3aKPETUIEHHBIC
3a TUCIUILINHON, HE CPOPMUPOBAHBI.

5.3. Oueno4nble cpeacTBa (MaTepUAJIbl) AJIsl TEKYIIEro KOHTPOJIS yCIeBaeMOCTH,
NPOMEKYTOYHOM aTTecTANMU 00y4ar0IIMXCsl 110 JUCHUILIMHE (MOOY10)

Texkymmii KOHTPOJIb
IIpumep TecTOBOroO 3a1aHUA
Bomnpoc 1
K mMeTomam npeamnpoeKTHOTro 00cIeI0BaHNsl OPTaHU3AIH OTHOCSTCS:
A) dororpadus paboyero aHs
b) unTepBbronpoBaHue
B) cpaBHeHue
') u3yueHune JOKyMEHTOB OpraHU3aLuU
Bompoc 2
DranaMu OpraHu3alOHHOTO TIPOSKTHPOBAHUS SBIISTIOTCS:
A) npennpoekTHoe oOce0BaHNe
b) pa3zpaboTka TeXHUUYECKOTO 3aaHUS
B) pa3zpabotka nosioskeHust 06 oTaese KaapoB

I') BHEApEHUE OprupoekTa
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Bomnpoc 3
K opranmzannoHubsiM 1okyMeHTaM ciyk0b1 JIOY oTHOCSTCS:
A)ycraB  0O) mpaBujia  B)IOJOKEHUE T')UHCTPYKIUS M0 ACIONPOU3BOACTBY
Bormpoc 4
['epOoBOiIi MeyaThio (MeYaThi0 OPraHU3allin) 3aBEPSIOT:
A) rapaHTHifHBIC TTHCHMa 0) IPHUKA3BI
B) norosopsl ') TpyaoBBIe KHMKKH
Bomnpoc 5
K cnoco6am yHU(pHUKAIMK TEKCTOB YIIPABIECHUYECKUX JOKYMEHTOB OTHOCSITCS:
A) npencTaBiieHHE TEKCTOB B BUJIE€ TAOJIUIL
b) pa3pabotka TpadapeTHbIX TEKCTOB IOKYMEHTOB
B) pacnonoxxenne peKBU3UTOB JOKYMEHTOB Ha CTPOTO OTBEJIEHHBIX MECTAaX
') npencraBieHne TEKCTOB B BU/IE aHKET
Bompoc 6
K HopMaTHBHO-MeTOAUYECKHM JOKYMEHTAM 10 1eJ10NPOU3BOACTBY OTHOCITCS:
A. MeToauyYecKue peKOMEHIAInN
b. nepeunu
B. ¢enepanbHbie 3aKOHBI
[.  rocymapcTBEHHBIE CTaHIAPTHI
Bonpoc 7 OcHoBHbIe NPpaBHjIa PaGoThl APXUBOB OPraHU3AIUIi ONPeeIsIIOT:
A. CpOKHM XpaHEHUS IOKYMEHTOB
b. Tmopsmox mpoBeneHus SKCIEPTU3bI IEHHOCTH JOKYMEHTOB
B. mnpaBuna popmupoBaHus nen
[".  BUIBI HOMEHKIATYp JeN

Bonpoc 8. MpaBuna genonpoussoacTea B peaepasbHbIX OpraHax UCNONHUTENbHOMN BAacTH
onpeaenaoT:

A. COCTaB PEKBU3UTOB JOKYMEHTOB (pe/iepaibHbIX OPraHOB UCIOIHUTEIBHOM BIaCTH
b. npaBuia opopmieHus peKBU3UTOB (eiepaIbHbIX OPraHOB UCIIOJTHUTEIBHON BIACTH
B. npuHIMnIe opraHu3anuu 10KyMeHTo000poTa
I'. moxymeHTansHbIH QOoHI (hemepaTbHOTO OpTaHa UCTIONHUTEIBLHOM BIACTH
Bonpoc 9. K cnoco6am coBepIieHCTBOBAHHS JOKYMEHTHPOBAHNUS OPraHU3AMH OTHOCATCS

A) pa3paboTka oneporpamMm JBHKEHUS JOKYMEHTOB
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b) pa3pabotka anpboma hopM TOKYMEHTOB

B) pa3zpaboTka HHCTPYKIIMHU TIO ACTOMPOU3BOJICTBY

') pazpabotka monoxxeHus o ciayxoe JJOY

Bonpoc 10. K cioco6am coBepuieHCTBOBaHHUSA AeATEJbHOCTH c1y:k0b1 JIOY oTHOCATCH:
A) pa3paboTKa TOJDKHOCTHBIX MHCTPYKIIMA paOOTHUKOB City)0b1 [IOY

b) pacder He0OXOAMMOI YUCTIEHHOCTH paOOTHUKOB

B) BHepeHne CUCTEMBI 3JICKTPOHHOTO IOKYMEHTO000pOTa

I') BHEeApEeHUE cUCTEMBI 3JIEKTPOHHBIX IIaTeXel

IIpomekyTOoUHas aTTeCTALMSA

IIpuMepHbIii NepeyeHb BONPOCOB K 3a4eTy ¢ OLIEHKOI 110 BceMy Kypcy:

1. Pa3paboTka METOIMK paliMOHAIU3AMH J1eI0Iponu3BoacTBa B 1920-€ roasl.

2. Oprcrpoit 1 UTY 1 ux paboThl O pallMOHATIM3AINN JAEIOMPON3BOICTBA.

3. Meromuueckue pazpadorku 1970-80-x rr. (HUU Oprrexuuxku, BHUNUJA, HUC
MI'MAN).

4. Mertobl NPeIIPOEKTHOIO 00CIe1I0BaHNs OpraHU3aIUH.

5. Mertoapl aHanu3a pe3ynbratoB o0cnenoBanus JOY B opranuszamuu.

6. Bompockl [OKYMEHTHpPOBAaHWSI W OpraHU3alK paboThl C JOKyMEHTaMH B
COBPEMEHHBIX 3aKOHOAATENIbHBIX 1 HOPMATHBHBIX NPaBOBBIX akTax Poccuiickoit denepanuu.

7. OOwerocynapcTBeHHbIE HOPMAaTHBHO-METOIMYECKHUE AKTHI MO JEJONPOU3BOICTBY U
UX IPUMEHEHHE /IS pa3padOTKH JTIOKATBHBIX aKTOB OPTaHU3aIIiA.

8. KoMIeKcHbII OprIpoeKT, ero CoCTas.

9. JlokaybHbIE OPTTIPOEKTHI, UX BHUJIBI.

10. YHu¢ukamus u craHpapTusanus JOKYMEHTOB B opraHuzauuu. IIpumeHeHue
YHUQUIUPOBAHHBIX (QOPM JTOKYMEHTOB, TpadapeTHbIX TEKCTOB JOKYMEHTOB, IIa0JIOHOB
JIOKYMEHTOB.

11. Meroauka pa3paboTKu W HpuUMEHeHus Tabens (GopM JTOKYMEHTOB B COBPEMEHHBIX
OpraHu3aLUsX.

12. Pa3paboTka u BHeApeHUE albooMa (hOpM TOKYMEHTOB B OPTaHH3AIIHH.

TemaTnka KypcoBbIX padoT
1. CoBpemeHHBIE  HampaBIE€HUS  COBEPLICHCTBOBAaHMS  JOKYMEHTALMOHHOTO

oOecrieueHurs yrpaBieHUs] B OpTraHU3aIiH.
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2. OpraHuzanroHHbBIE JOKYMEHTHI, pa3pabaTbiBaeMbIe B X0J1€ OPTIPOCKTHBIX PaboT.

3. Anamu3 opranmzanmu ciyxosl JJOY, TUNOBBIE HENOCTATKH W BO3MOXKHOCTH
COBEPIICHCTBOBAHUSI.

4. Anamu3 IOKyMEHTOOOOpOTa M TEXHOJOTHH PAaOOTHI C JOKYMEHTAMH, THUIIOBBHIC
HEJIOCTATKU ¥ BO3MOXKHOCTH COBEPIICHCTBOBAHUSI.

5. AHanu3 MHCTPYKIUI 110 JEIOPOU3BO/ICTBY, METOIUKA €€ COBEPILICHCTBOBAHUSI.

Ananus HOMCHKIJIATYPbI ACJI OpraHru3alunu, MCTOJHUKA €€ COBCPIICHCTBOBAHUA.

7. CosepmenctBoanue JIOY 1myTeM BHEIPEHUS CHCTEMBI  BIEKTPOHHOIO

JOKYMEHTO000pOTA.

6. YueOHO-MeTOMMYecKOe 1 MH(OPMAIIHOHHOE 00ecTiedeHue N CIUTIINHbI

6.1. CHHCOK HCTOYHHUKOB U JIUTEPATypPhI

HUcTounuku

OcHoBHBIE
O®enepanpubiii 3ak0H PO ot 27.07.2006 1. Nel49-d3 «O6 wmHpopMmarmu, WHPOPMAITHOHHBIX

TEXHOJIOTHUSIX | O 3ammTe nHdopmanum» // [IaeKTpoHHbINA pecypc]. — M., 2019. — Pexum nocryna:

http://www.consultant.ru/document/cons_doc_LAW_61798/.

denepanbubiii 3akoH 0T 06.04.2011 Ne 63-d3 “O6 saexkrpoHHON mnoamucu” //
[DneKkTpoHHbIH pecypcl]. — M., 2019. — Pexxum JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW_112701/.

[locranoBnenne IlpaBurensctBa PD ot 15.06.2009 Ne 477 «0O06 yrBepxnenun IlpaBun
JIeITIOTIPOU3BO/ICTBA B (he[iepalbHbIX OpraHax HCIOJHUTEIBHON BIacTh»// [DIIEKTPOHHBIN pecypc]. —

M., 2019. — Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_88695/.

[TocranoBnenue IlpaButensctBa PO ot 25.12.2014 Ne 1494 “O6 yTBepkaAeHUU MPaBUI
oOMEHa JIOKyMEHTaMH B D3JEKTPOHHOM BHJE TMpU OpraHu3alud  HH(OPMAIMOHHOTO

B3auMojeiicteua”//  [DnekTpoHHbli  pecypc]. — M., 2019. — Pexum pocryna:
https://base.garant.ru/70832680/.

Metoanyeckre peKOMEHJALUU M0 pa3paboTKe MHCTPYKIUH IO JIEJIOMPOU3BOJACTBY B
denepanbHbIX OpraHax HCHOJHUTENbHOM BIIACTH, YTBEp)KIEHHbIE MpukazoMm Pocapxusa ot 23
nexkabpss 2009 Ne 76 // [Onexktponnbeii pecypc]. — M., 2019. — Pexum npocrymna:
http://www.consultant.ru/document/cons_doc_LAW 96081/


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_96081/
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[IpumepHas HHCTPYKLKA MO IEIONPOU3BOJCTBY B FOCYIapCTBEHHBIX OpraHU3ALNX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Onextponnsiii pecypce]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

[Ipodeccuonanbublii  crangapt  «Crnemuamuct 1o OpraHU3allMOHHOMY U
JOKYMEHTallMOHHOMY OOECIIEUEHHUIO YIIPABJICHUS OpraHu3aluen», YTBEp:KICHHBIH MPUKA30M
Muntpyna Poccun ot 06.05.2015 Ne 276n // [DnektponHbIii pecypc]. — M., 2019. — Pexum
nocryna: https://base.garant.ru/71064518/.

[Ipodpeccuonanpuplii  crangaptT «CHeUUMAIUCT 1O  YIPaBICHUIO JIOKyMEHTalHen
OpraHu3aln», YTBEPKICHHBIM IpHUKa3oM MMUHHCTEpCTBA TpyJda M COLMAIBHOM 3allUThl
Poccutickoit @enepanu ot 10.05.2017 Ne 416n // [DnexkrponHbIid pecype]. — M., 2019. —
Pexxum noctyma: https://www.garant.ru/products/ipo/prime/doc/71587776/.

[lepeueHb THUMOBBIX YIPABICHYCCKHX aPXUBHBIX JOKYMEHTOB, OOpa3ylomuxcs B
MPOIIECCe JIEATEITHPHOCTH TOCYJApPCTBCHHBIX OPraHOB, OPTraHOB MECTHOTO CaMOYIpPaBICHUS U
OpraHu3aliiii, C yKa3aHHEM CPOKOB XPaHCHUs, YTBEPXKICHHBIH NpUKazoM MUHHCTEpCTBA
KylbTypbl PO ot 25.08.2010 Ne 558 (B nmeiicTB. pen.) // [DnexTponHsbiil pecypc]. — M., 2019. —
Pexxum noctyna: https://base.garant.ru/199315/53f89421bbdaf741eb2dlecc4ddb4c33/.

I'OCT P 7.0.97-2016. HaumonanwHblii ctanmapt Poccuiickoit @eneparmun. Cucrema
CTaHJApTOB MO HH(pOpManK, OHMOIMOTEYHOMY M H3JAaTeNbcKoMy aAeny. OpraHu3anuoHHO-
pacnopsiauTenbHas JoKymMeHTanus. TpeboBanus K opopMIIEHHIO JOKYMEHTOB // [ DIeKTPpOHHBIN
pecypc]. — M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2007 Cucrema cTaHaapToB 0 UHPOpMAUH, OMOINOTEUHOMY U
W3/IaTeNbCKOMY Jely. YmpaiieHue aokymeHTamu. OOmue TpeOoBanus. // [DIEKTPOHHBIMA

pecypc]. — M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE Je10. TepMUHBI U OMPEeTEHUS. -
[OnexTpOHHBII pecypc]. — M., 2019. Pexum J0CTyma:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

Jlumepamypa

bo6sieBa M.I1. HekoTopble 0cOOEHHOCTH COBpEMEHHOT0 ToKyMeHTooOopoTa // Becthuk PITY.
2015.  Ne2.  [OmektponHerd  pecypc]. — M., 2019. — Pexum  goctyna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

beikoBa T.A. JIOKyMEHTallMOHHOE  OOecleYeHne  yIpaBlIeHUs  (JIeIOMPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yueOHoe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3. nmepepad. u


http://www.consultant.ru/document/cons_doc_LAW_305137/
https://base.garant.ru/71064518/
https://www.garant.ru/products/ipo/prime/doc/71587776/
https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf#page=13
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf
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JIOTI. — Mocksa: Nudpa-M, 2018. -304 C. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/
C.A. T'noroBa, A.FO. KoubkoBa, IO.M. Kyxkapuna, E.A. Ckpunko JloKymMeHTallMOHHOE

obecrieueHue ympamieHus, mnox ooOmek pemgakumeir T.A. beikoBoii. — M.: 000 “1C-

IMa6aumuar”, 2016. — 350 c.

6.2. IlepeyeHr pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOH  CeTH
«HHTepHeT»

- l'apanT. 3akoHOMATENHCTBO ¢ KOMMeHTapusimMu — http:// www.garant.ru

- KoncynpranT miroc. CripaBodHbIe ITpaBoBbie cucTeMbl — http://www.consultant.ru

1. MaTepI/IaJILHO-TeXHI/I‘leCKoe odecrneuyeHue AUCHHUIIIIMHBI (MOIlyJ'[ﬂ)

Ayautopuu AJid TIPOBENCHHS JIEKIMH W CEMUHApCKHUX 3aHATHH C TEXHHYECKUMHU CpeICTBAaMHU
o0yueHust (MyJIbTUMEINA-TIPOCKTOP (BUACOIPOEKTOP), IKpaH (IEPEHOCHOH WM CTAlIHOHAPHBIN)).

CocraB nporpammuoro odecnedenusi (II0), coBpemennbix npogeccuoHaJbHbIX 0a3 naHHbIX (B/I) 1
uHopmaunonHo-cupapodnsblie cucreMm (MCC) (2017 r.)

1. Ilepeyens 11O

Tabnuya 1
Nenr Haumenosanue I10 [MpousBonutens | Crocod pacmpocTpaHeHUs
/m (nuyensuonnoe unu
c60000HO
pacnpocmpausiemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky JIUIIEH3UOHHOE
2. Ilepevens B/l u UCC
Tabauya 2

Neri/mm HaumenoBanue
Mexnynapoansie pedepaTtuBHbie HayKoMeTprudeckue b/I, mocTymable B paMKkax



http://znanium.com/go.php?id=942800/
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HallMOHAJILHOM moamucku B 2017 T.
Web of Science

Scopus

2017 r.

SAGE Journals

IIpodeccrnonansapie momHOTEKCTOBBIE b/l, TOCTYIHBIE B paMKax HAIlMOHAIEHOW MOIUCKH B

Kypnanst Oxford University Press
ProQuest Dissertation & Theses Global

Kypnanst Taylor and Francis

JSTOR

[IpodheccuonanbHbIe MOIHOTEKCTOBBIC B/]

W3nanust mo oO1IeCTBEHHBIM M T'YMaHUTAPHBIM HayKaM

Koncynbrant Ilmtoc,
I'apanT

KOMHB}OTCpHI)IC CIIPaBOYHBIC IIPABOBLIC CUCTEMbI

CocraB nporpammuoro odecnedenusi (II0), coBpemenHbix npogeccuoHaabHbIX 0a3 nanHbIX (B/I) n
uHopmaunonHo-cupapodnsblie cucrem (UCC) (2018 r.)

1. llepeuens 11O

Tabnuya 1

Nenr Haumenosanue I10 [TpousBogutens | Croco0 pacrpocTpaHeHUS
/m (nuyensuonnoe unu
c60000HO
pacnpocmpausiemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINLIEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky JIUIIEH3UOHHOE
2. lepeuens B/l u UCC
Tabauya 2

Neri/it HanmenoBanue

HaIMOHAJILHOM nmoamucku B 2018 r.
Web of Science

Scopus

MemnyHapo;[Hme pe(bepaTHBHBIe HAayKOMETPHUYCCKUC BZ[, JAOCTYIIHBIC B paMKax
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[Ipodeccnonanbheie monHoTekcTOBBIe B/, JOCTYIHBIE B paMKaX HALIMOHAIBHOM MOATHCKU B
2018 r.

Kypnansr Oxford University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnanst Taylor and Francis

[IpodheccuonanbHbIe MOIHOTEKCTOBBIC B/]

JSTOR
W3nanust mo oOLIeCTBEHHBIM U 'YMaHUTAPHBIM HayKaM

KowmmsrotepHble cripaBoYHbIE IPABOBBIE CHCTEMBI

Koncynprant Ilmtoc,
l"apanT

CocraB nporpammuoro odecnedyenns (IIO), coBpemennbix npodeccuonaibubix 6a3 nanubix (b)) u

uHpopmannonno-cnpapounsie cucrem (MCC) (2019 r.)

1. llepeuens 11O

Tabnuya 1
Nerr/ Haumenosanue 110 IIpousBoauTens Crioco6 pacmpocTpaHeHus
n (ruyensuonnoe uru c60600HO
pacnpocmpaunsemoe)
1 Adobe Master Collection CS4 Adobe JINLIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINLIEH3UOHHOE
12 Windows 10 Pro Microsoft JIMLIEH3UOHHOE
13 Kaspersky Endpoint Security Kaspersky JUIIEH3UOHHOE
2. lepeuens B/l u UCC
Tabnuya 2

Nor/mt

HanmenoBanue

MesxyHapoabie pedepaTuBHbIe HaykoMmeTpuueckue b/, 1ocTyIHbIe B paMkax
HalMOHAJILHON mmoamnucku B 2019 r.

Web of Science

Scopus

[Ipodeccrnonanbheie monHoTekcToBbIe b/, JOCTYNHBIE B paMKaX HALIMOHAIBHOW TOATIMCKY B
2019r.

XKypnuanst Cambridge University Press
ProQuest Dissertation & Theses Global
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SAGE Journals

XKypnanst Taylor and Francis

DJIeKTPOHHBIC M3JJaHUs U3/1aTeILCTBA Springer
IIpodeccrnonanbHbIC TOTHOTEKCTOBBIC b/

JSTOR
W3nanust mo oO1iecTBEHHBIM M T'YMAaHUTAPHBIM HayKaM
KommnbloTepHble CIpaBOYHbBIE TIPABOBBIC CUCTEMBI

Koncynsrant Ilmoc,
I"apant

8. OO0Oecneuenne 00pa3oBaTeJBLHOIO Ipouecca sl JHI € OrpaHUYEHHBIMH

BO3MOKHOCTSIMH 310POBbS U HUHBAJIU/I0B

B X0A¢ pealm3aly JUCHUIIIINHBI UCTIOJIB3YIOTCA CICAYIOMUC TOITOJTHUTCIIbHBIC
MCTOJBbI O6y‘IeHI/I$I, TCKYLIECTO KOHTPOJIA YCIICBACMOCTH U HpOMe)KYTOHHOﬁ arrecraliuun

00y4JarOIIUXCs B 3aBUCUMOCTH OT WX HHIUBUYaJTbHBIX 0COOCHHOCTEH:

. JUTSL CJICTIBIX M CITA0OBUISIIIHNX:

- JeKIUu OQOPMIISIOTCS B BHJIE IJICKTPOHHOTO JOKYMEHTA, JAOCTYITHOTO C TIOMOIIBIO
KOMITBIOTEPA CO CIICIUATN3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM;

- THCbMEHHbIE 3aJ]aHUs BBHIMOJHIIOTCS HA KOMIIBIOTEPE CO CHEIHATU3UPOBAHHBIM
MPOrpaMMHBIM 00€cTiedeHUEM, UM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM,;

- obecnieynBaeTCs MHIWBUIyAIbHOE paBHOMEpHOE ocBelieHne He meHnee 300 Jrokc;

- JUIS BBIOJIHCHUS 3aJIaHUsl TIPH HEOOXOJIMMOCTH MPEIOCTABISICTCS YBEIMYHBAIOIICE
YCTPOMCTBO; BOZMOYKHO TaKKe UCIIOJIb30BaHHE COOCTBEHHBIX YBETUUMBAIOIINX YCTPOUCTB;

- MUCbMEHHBIE 3a/1aHusl OPOPMIISFOTCS] YBETHUEHHBIM HIPUPTOM;

- DK3aMEH W 3a4€T MPOBOJATCS B YCTHOW (hOpMe WIIM BBHIMOJTHSIOTCS B IMHMCBMEHHOMN
dbopme Ha KOMITBIOTEpE.

. JUTSI TITYXHUX U CIa00CTBIIIAIINX

- JeKIUU O(GOpPMIIAIOTCS B BHUJC JJICKTPOHHOTO JOKYMEHTa, JTUOO MPEIOCTaBISACTCS
3BYKOYCHJIMBAIOIIAS arllaparypa HHANBUAYATHHOTO TTOJIB30BAHUS;

- MUCbMEHHBIE 3a/1aHUs BHIMIOTHIIOTCS Ha KOMITBIOTEPE B MUCBMEHHOH (opMe;

- DK3aMEH W 3a4€T TPOBOAATCS B MHCBMEHHON (DOpMe Ha KOMITBIOTEPE; BO3MOXKHO
poBeJicHUE B JOpMe TeCTUPOBAHUS.

° AJIg JIM C HAPYIICHUAMHA OITOPHO-ABUTATCIILHOI'O allrapara:



31

- Jekuuu oGOpPMIISIIOTCS B BUJIE AJIEKTPOHHOTO JOKYMEHTA, AOCTYIHOTO C TOMOIIbIO
KOMIIBIOTEpA CO CIIEeLHUaTIN3UPOBAHHBIM IPOTPAMMHBIM 00ECIIeUeHUEM;

- TNHACHMCHHBIC 3a/IaHUs BBIIOJHIIOTCS Ha KOMIIBIOTEPE CO CIEHHATU3UPOBAHHBIM
MIPOrpaMMHBIM 00€CIICYECHUEM;

- DK3aMeH U 3a4€T MPOBOJATCS B YCTHOW (hopMe WM BBIMOJHSIOTCS B MHCbMEHHOMN
dbopMe Ha KOMITbIOTEDE.

[Tpu HEOOXOIUMOCTH MpeTyCMaTPUBACTCS YBETMUEHUE BPEMEHH /IS IOATOTOBKU OTBETA.

[Iponienypa  mpoBeAeHHsT  NPOMEXKYTOUHOH  arrecTamuu  JUis  OOyYaromuxcs
YCTaHABIMBAETCS € YYETOM UX HUHAMBUAYAIbHBIX TMCUXO(U3MUECKHX OCOOEHHOCTEH.
[TpomexxyTouHast aTTecTalis MOXKET IPOBOIUTHCS B HECKOJIBKO ATAIOB.

[Tpu mpoBeneHNH TPOIEAYPHl OLEHUBAHUS PE3yIBTATOB OOyUYEHHS IpeIyCcMaTphBaeTCs
UCTIOJIb30BAaHNE TEXHUYECKHX CPEICTB, HEOOXOAMMBIX B CBS3M C WHAWBUAYAJIbHBIMH
OCOOCHHOCTSAMU OOYYaIOIIUXCs. JTU CPENCTBA MOTYT OBITh MPEIOCTABICHB YHHUBEPCUTETOM,
WJIM MOTYT HCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUUECKUE CPE/ICTBA.

[IpoBenenue mpoueaypbl OLEHUBAaHUS  pe3yJabTaToB  OOy4YeHHMsS JOIyCKaeTcss ¢
UCIIOJIb30BaHUEM JIUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHH.

ObecrnieunBaeTcst 1OCTyN K MHPOPMAIIMOHHBIM U OubnuorpadudeckuM pecypcam B CETH
WuTepHer s Kaxkaoro oOywaromierocss B ¢opMax, aJanTUPOBAHHBIX K OTPaHUYEHHUSAM HX
3JI0POBBSI ¥ BOCTIPHSITHS MHPOPMALINH:

® IS CIIENBIX U CIA0OBUISIINX

- B IeyaTHOM (hopMe yBEeJIIMYEHHBIM HIPU(TOM;

- B (hpopMe 3EKTPOHHOTO IOKYMEHTA;

- B (hopMme ayanodaiina.

® JIJIsl TUIYXHX U CIa0OCIBIIIANINX:

- B meyaTHoOH (opme;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA.

e 17151 00y4aroOUIMXCcs ¢ HapyIIEHUMU OMIOPHO-ABUTATENbHOIO anapara:

- B meyaTHoOH (opme;

- B (popme 3IeKTPOHHOTO IOKYMEHTA;

- B popme ayanodaiina.

VY4ueOHble ayAMTOPUHU ISl BCEX BHUJIOB KOHTAKTHOM M CaMOCTOSTENIbHOW paloThI,
HayyHass OWONMOTeKa M WHBIE TOMENICHUS i OOydYeHHUs OCHAIICHBI CIEUATbHBIM
00opyioBaHHEM U YYE€OHBIMU MECTAMHU C TEXHUYECKUMHU CPEACTBAMU OOYUCHUS:

® ISl CIIENBIX U CIA0O0BUISIINX
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- YCTPOMCTBOM J1sl CKaHUpoBaHus U ureHus ¢ kamepoit SARA CE;
- nucrieeM bpaiins PAC Mate 20;
- mpunTepoM bpaitng EmBraille ViewPlus;
® JIJIS TUIYXHX U CIa0OCIBIIIAIINX:
- aBTOMATH3UPOBAHHBIM pPA0OYMM MECTOM IS JIIOJeH C HapylIeHHEeM CiyXa u
cI1a0O0CIIBIIIAIINX;
- aKyCTHYECKHH YCUIIUTEIb U KOJIOHKH,
e s 00YYAIOMIMXCSI ¢ HAPYIICHUSIMU OTTOPHO-IBUTaTEILHOTO ariapara;
- IEPEABIKHBIMU, PETYIIMPYEMBIMH dproHomMuueckumu napramu CU-1,

- KOMITBIOTEPHOM TEXHUKOW CO CIIeIUATBHBIM IPOrPAMMHBIM 00€CIICYCHHEM.

9. MeToauyeckue MaTepuaJbl

9.1. Ilnanbl J1a00PATOPHBIX 3aAHITHIA

TeMma 5. AHAIM3 JIOKAJIbHBIX HOPMATUBHBIX AKTOB U PerJiaMeHTHBIX 10KyMeHToB 1o 10V,
METOJUKA UX COBEPIICHCTBOBAHUS — 10 gacos.

lens 3aHATHS — TPOBEACHHE aHalW3a JIOKAIbHBIX HOPMATHUBHBIX  aKTOB,
pernamentupyromux  JJOY B opraHmzanusx W BBISBICHHE  HAMpaBICHUH  UX
COBEPIIIEHCTBOBAHUSI.

3agaHus 17151 CAaMOCTOSITEIbHON PadoThI.

1. IlpoananusupoBats [lonoxenne o cayx6e JOVY, HOMKHOCTHBIE MHCTPYKLUUH COTPYAHUKOB
cayxk061 JIOY ¥ MHCTPYKUHMIO IO JAEJONPOM3BOACTBY IO NPEAJONKECHHBIM KpPUTEPHUSIM, BBIBUTD
HEJIOCTaTKH.

2.Pazpaborats Tabens ¢popm JOKyMeHTOB A ciryxO0b1 JOVY.

3.M3yunts TpeboBaHNs HOPMATUBHO-METOANYECKUX JOKyMeHTOB 1o JJOVY.

HUcTouHuKkM U JuTepaTypa

[Mocranosnenue [IpaBurensctBa PD ot 15.06.2009 Ne 477 «O06 yrBepxaenun [IpaBui
JIeITIOTIPOU3BO/ICTBA B (he[iepaibHBIX OpPraHax HCIOJHUTEIBHOU BIacTh»// [DIEKTPOHHBIN pecypc]. —

M., 2019. — Pexum noctyna: http://www.consultant.ru/document/cons_doc_LAW_88695/.

ITocranosnenue IIpaBurensctBa PO ot 25.12.2014 Ne 1494 “O6 yTBep»kA€HUU TPaBUI
oOMEHa JIOKyMEHTaMH B DJJEKTPOHHOM BHJE IMpU OpraHu3alud  HH(OPMAIIMOHHOTO

B3auMojeiictBua”//  [DnekTpoHHbli  pecypc]. — M., 2019. - Pexum pocryna:
https://base.garant.ru/70832680/.


http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/70832680/
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Meroandeckue peKOMEHIAIMK IO pa3pad0TKe WHCTPYKIMH MO JETONPOU3BOACTBY B
dbenepalbHBIX OpraHax HCIOJHHUTEIIBHOW BJIACTH, YTBEPIXKICHHBIC NMpHKa3zoMm PocapxuBa oT 23
nexkabps 2009 Ne 76 // [DOnekrtponnslii pecypc]. — M., 2019. — Pexum pgocryma:
http://www.consultant.ru/document/cons_doc_LAW_ 96081/

[TpuMepHass MHCTPYKIHS IO JIEIOIPOU3BOJICTBY B TOCYIAPCTBEHHBIX OPTaHU3AIUAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecype]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

[Mpodeccuonanpuplii  crangapt  «CHoemuanuct M0 OpraHu3aliOHHOMY U
JOKYMEHTAIIMOHHOMY OOECIICYCHUIO YIPABJICHUSI OpPTraHU3aIlUeH», YTBEPXKIACHHBIA MPHUKA30M
Muntpyna Poccun ot 06.05.2015 Ne 276wn // [DnextpoHHbIid pecypc]. — M., 2019. — Pexum
nocryna: https://base.garant.ru/71064518/.

[Mpodeccuonanbupiii  crangaptT «CHENUATUCT 1O  YIPABICHHIO JIOKyMEHTAIHuen
OpraHu3alui», YTBEPXKICHHBIM TNPUKAa30M MHHUCTEPCTBA TpyJa M COLMAIBHOW 3allUThI
Poccwuiickoit @enepamuu ot 10.05.2017 Ne 416n // [Dnekrponnsiii pecypc]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

I'oCT P 7.0.97-2016. Hamumonanwubiii ctanmapt Poccuiickoit ®@enepauun. Cucrema
CTaHAapToB Mo uHGOpManuu, OHOIMOTEYHOMY M H3JAaTeNbCKOMy jeny. OpraHu3alioHHO-
pacniopsauTenbHas JoKyMeHTamus. TpeboBanus kK 0OPMIICHUIO TOKYMEHTOB // [ DIEKTpOHHBIN
pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P NCO 15489-1-2007 Cucrema ctaniapToB 1o nHbopmauuu, 6MOIMOTEUHOMY U
U3JIaTENIbCKOMY Jleny. YTpaBieHue aokymeHTamu. OOmue TpeOoBaHus. // [DAEKTpOHHBIN

pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc_LAW _135548/.

I'OCT P 7.0.8-2013 [1enonpou3BOACTBO M apXUBHOE A€N0. TepMUHBI U ONpEAEIICHuUs. -
[DN1eKTpOHHBIN pecypc]. - M., 2019. Pexxum JOCTyTa:

http://www.consultant.ru/document/cons_doc_LAW _163800/.

beikoBa  T.A.  JlokyMeHTalMOHHOE  oO0OeclieyeHue  ympaBieHUs  (AeJI0NpPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yuebroe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3a. nmepepad. u
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. — Pexum JOCTyIIA:
http://znanium.com/go.php?id=942800/

C.A. TI'moroBa, A.IO. KonpkoBa, FO.M. Kykapuna, E.A. Ckpunko JloxymeHTalnnoHHOE

obOecrieueHue ympaBieHus, mox oomei pemakinueir T.A. beikoBoil. — M.: 000 “1C-

IMa6aumuar”, 2016. — 350 c.


http://www.consultant.ru/document/cons_doc_LAW_96081/
http://www.consultant.ru/document/cons_doc_LAW_305137/
https://base.garant.ru/71064518/
https://www.garant.ru/products/ipo/prime/doc/71587776/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
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Tema 6. (10 yacoB) Metoauka aHajau3a BUAOB JOKYMEHTOB M CHCTE€M [OKYMEHTALMH,
€03/1aBaeMbIX B Opranuzanuu. TUNoBbIe NpeIJi0KeHHs 10 PALMOHAJIN3ALHH.

HCHB 3aHATUSA — HU3YUYCHUC CHUCTCM JOKYMCHTAUWMM W BHJAOB IOOKYMCHTOB, CO3JaBacMbIX B
OpraHu3aiiu u papaboTka anb00MOB GOPM JTOKYMEHTOB.

3ajanue 11 CaMOCTOSTEIIBHOW PaOOTHI:

1.U3yunts TpebOBaHHS HOPMATHUBHO-METOJUYECKUX JOKYMEHTOB IO COCTaBICHUIO U
0(OPMIICHHIO IOKYMEHTOB.

2. Pazpaborats Anp60M popm AoKyMeHTOB [utst ¢y k061 IOY.

HcTounnku u iuTepaTrypa

Meroaudeckue peKOMEHIAIMU IO pa3paboTKe WHCTPYKIMH 10 JIEJTONPOU3BOJICTBY B
(denepanbHbIX OpraHax HCIOJHUTENIbHON BIIACTH, YTBEp)KIAEHHbIE Mpuka3oM PocapxuBa o 23
nexkadbps 2009 Ne 76 // [DOnekrtponnslii pecypc]. — M., 2019. — Pexum pgocryma:
http://www.consultant.ru/document/cons_doc_LAW 96081/

IIpumepHas HHCTPYKLUSA 110 JEIONPOU3BOJACTBY B FOCYIapCTBEHHBIX OPraHU3aLUsX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

IlepeyeHb THUIMOBBIX YNPABIEHYECKUX apXUBHBIX JOKYMEHTOB, 0Opasymoomuxcs B
IIPOLIECCE NIEATEIBHOCTU T'OCYAapCTBEHHBIX OPraHoOB, OPraHOB MECTHOI'O CAMOYIPABJICHUS W
OopraHu3alnuyi, C YKa3aHMEM CpPOKOB XpaHEHUs, YTBEPKICHHBIM IpHKa3oM MuHHCTEpCTBA
KynsTypbl PO ot 25.08.2010 Ne 558 (B geiicTB. pen.) // [Dnexrponnsiii pecypc]. — M., 2019. —
Pexxum noctyma: https://base.garant.ru/199315/53f89421bbdaf741eb2dlecc4ddb4c33/.

I'OCT P 7.0.97-2016. HauuonanwHbiii crangapt Poccuiickoit ®@enepanun. Cucrema
CTaHAapToB Mo uHGOpManuu, OHOTMOTEYHOMY M H3AaTeNbCcKoMy jaeny. OpraHu3alnuoHHO-
pacrniopsiauTeNnbHas TokymeHTaiusa. TpeboBanust K 0hOPMIICHHIO JOKYMEHTOB // [ DNEKTPOHHBIH
pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P NCO 15489-1-2007 Cucrema ctaniapToB 1o nHbopmauuu, 6MOIMOTEUHOMY U
U3JIaTENIbCKOMY Jleny. YTpaBieHue nokymeHTamu. OOmue TpeboBaHus. // [DAEKTpOHHBIN

pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J€70. TepMHUHBI U OMpPEIEIEHUs. -
[DneKTpOHHBII pecypc]. - M., 2019. Pexxum JOCTyIIA:

http://www.consultant.ru/document/cons_doc_LAW _163800/.

beikoBa T.A. JlokymeHTanmoHHOoe  oOecriedeHue  yOpaBieHHS  (JeTOTPOU3BOACTBO)
[OnexTpoHHBIi pecypc]; yueOHoe mocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e u3z. nepepal. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. - Pexum JIOCTyTa:
http://znanium.com/go.php?id=942800/


http://www.consultant.ru/document/cons_doc_LAW_96081/
http://www.consultant.ru/document/cons_doc_LAW_305137/
https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
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C.A. T'noroBa, A.IO. KoubkoBa, IO.M. Kyxkapuna, E.A. Ckpunko JloKymMeHTallMOHHOE
obecrieueHue ympamieHus, mnox ooOmek pemakumeir T.A. beikoBoii. — M.: 000 “1C-

IMa6mumuar”, 2016. — 350 c.

Tema 7. (8 yacoB) Meroauka aHajn3a J0KYMEHTO000pPOTAa M OPraHu3aums padoTsbl ¢
AOKyMeHTaMHu. TUNOBBIE MPeII0KEeHUS 110 PAMOHATH3ALMH.

Llenpb 3aHATHS — U3YYECHUE 3TANIOB PAOOTHI C TOKYMEHTaMU, KOTOPbIE HEJIOCTATOYHO OPOOHO
pErIaMeHTUPYIOTCS B OPraHU3alKAX Ha IPUMEPE OpraHU3ali KOHTPOJIS UCIIOIHEHUS
JIOKYMEHTOB.

3amanue s CaMOCTOSTEIIBHOW PaOOTHI:

1.H3y‘-H/ITI) TpC6OBaHI/ISI HOPMATHUBHBIX IIPABOBBIX AKTOB U HOPMATUBHO-MCTOJUICCKUX
JOKYMCHTOB, PCTYJIUPYIOIIHNX KOHTPOJIb UCITOJIHCHUA JOKYMCHTOB.

2. Pa3paborats [lops0k KOHTPOJIS UCTIOJTHEHUSI IOKYMEHTOB.

Hcroynuky u qureparypa

[locranoBnenne I[lpaBurensctBa PD ot 15.06.2009 Ne 477 «O6 yrBepxnenun llpaBun
JIETIOTIPOU3BO/ICTBA B (heliepaibHbIX OpraHax HCIOJHUTEIBHON BiacTh»// [DIEKTPOHHBIN pecypc]. —

M., 2019. — Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_88695/.

[TocranoBnenue IIpaBurenscrBa PO ot 25.12.2014 Ne 1494 “O6 yTBepk’AeHUU NpaBUII
oOMeHa JOKYMEHTaMd B OJJIEKTPOHHOM BHJE IpU OpraHu3aluud HHQPOPMALMOHHOTO

B3aumozeiictBus”//  [OnekTpoHHbi  pecypc]. — M., 2019. — Pexum pocryna:
https://base.garant.ru/70832680/.

Metoanyeckre peKOMEHAAlUu M0 pa3paboTKe HWHCTPYKIHMHA MO JEeIONPOU3BOJICTBY B
(benepanbHBIX OpraHax HCIOJHUTENIBHOW BIIACTH, YTBEp)KICHHblE Mpuka3oM PocapxuBa ot 23
nexabps 2009 Ne 76 // [OnextponHnmlii pecypc]. — M., 2019. — Pexum pocryna:
http://www.consultant.ru/document/cons_doc_LAW_ 96081/

[TpuMepHas HHCTPYKIMS 110 IETONPOU3BOJCTBY B FOCYIapCTBEHHBIX OpraHU3allUsX, YTB.
[Tpuxazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexktponnsiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

[Ipodeccuonanbublit  crangaptT  «Crnemuamuct MO OpraHu3allMOHHOMY U
JIOKYMEHTALlMOHHOMY OOECIIEYECHUIO YIPABJICHUS OpPraHU3aLMUei», YTBEPKACHHBIA MPHUKa30M
Muntpyna Poccun ot 06.05.2015 Ne 276n // [DnexktponHsbIii pecypc]. — M., 2019. — Pexum
nocryma: https://base.garant.ru/71064518/.

IIpodeccuonanbublit  crangapT «CHeuualucT MO  YIpaBJIEHUIO JIOKyMEHTaluen

OopraHu3alumn», YTBep)KI[eHHBIﬁ IMpUKa3oOM MI/IHI/ICTepCTBa Tpyda H" COLIMAJIPHOM  3aIllUThI


http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_96081/
http://www.consultant.ru/document/cons_doc_LAW_305137/
https://base.garant.ru/71064518/
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Poccutickoit @eneparuu ot 10.05.2017 Ne 416H // [DnexkrponHbId pecype]. — M., 2019. —
Pexxum moctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

I'OCT P NCO 15489-1-2007 Cucrema cTannapToB 1o uHGopMauuu, 6uOIMoTeyHOMY U
U3JIATEIbCKOMY JIey. YmpaBieHue nokymMeHTamu. OOmue TtpeGoBanus. // [DIEKTpOHHBIN

pecypc]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 [enonpou3BOACTBO M apXUBHOE JeN0. TepMUHBI B ONpeaesIeHUs. -
[D5eKTpOHHBIN pecypc]. — M., 2019. Pexxum JIOCTYTIA:
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[Ipunosxxenue 1

AHHOTAIUA JTNCHUITJIMHBI

HNucuumuaa  (MOQynb) peanu3yercs Ha  (QakKylIbTeTe JOKYMEHTOBEACHUS H
TEXHOTPOHHBIX apXUBOB KadeApoil ITOKYMEHTOBEICHUS, ayJAHMOBHU3YalIbHBIX M HAy4HO-
TEXHUYECKUX apXUBOB.

lenp AUCHMIIMHBI — HW3YyYE€HHE METOAOB M TEXHOJOTMU COBEPIICHCTBOBAHUS
JIEIONPOU3BOJICTBA B COBPEMEHHBIX OPraHU3alUsAX C MPUMEHEHUEM HOBBIX HH(OPMAIMOHHBIX
TEXHOJIOTH.

3ajaun JUCUUILIMHBL COCTOAT B CIEAYIOLIEM:

- MOKa3aThb OCHOBHBIE ATambl (POPMUPOBAHHS M PA3BUTHUS METOAMK pPalMOHAIU3ALNN
JIeJIONPOU3BO/ICTBA;

- HU3YYUTh COBPEMEHHBICE METOIbl OOCIIEIOBaHMS OpraHU3allud, METOIbl aHalu3a
JOKYMEHTAIlMOHHOTO 00ecrevyeHus YIpaBlIeHHWs B OpraHM3allud W dSTambl I[POBEIEHUS
OPTTIPOEKTHBIX PadoT;

- IPOAHAIU3UPOBATH COBPEMEHHBIE 3aKOHOJATEIbHbIE U HOPMATUBHBIC AKThI, a TAKKE
HOPMAaTHBHO-METOJUYECKUE JIOKYMEHTBI, PETyJUPYIOIIUE BOMPOCH JACIONPOU3BOACTBA U
paccMOTpeTh crieu(pUKy UX MPUMEHEHUS B OpraHU3aIusX;

- M3Y4YUTh COBPEMEHHbBIC HAIlPaBJICHUS COBEPIICHCTBOBAHUS JEJIONPOU3BOJCTBA B
OpraHu3aIMsX.

Jucnunimza (MOAysb) HalpaBiieHa Ha (OPMHUPOBAHUE CAEAYIOIIUX KOMIETEHIIHH:

IIK-15 - cmocoOHOCTh  COBEPLIEHCTBOBaTb  TEXHOJOTHMHM  JOKYMEHTAI[MOHHOI'O
oOecrnieueHus yIpaBiIeHUs U apXUBHOTO Jiesia Ha 0a3e UCI0JIb30BAHUS CPEJICTB aBTOMATH3AlINH;

I1K-29 - crnocoGHOCTh €031aBaTh U BECTH CHUCTEMBI JOKYMEHTAI[HOHHOIO OOecledYeHus
yIOpaBJIeHUs B OpraHu3aluy Ha 6a3e HOBEHIIMX TEXHOJIOTUH;

I1K-31 - cnocoOHOCTh pa3zpabaThiBaTh JOKAJIbHbIE HOPMATHBHbBIE aKThl M HOPMAaTHUBHO-
METOJMYECKHE JOKYMEHTHl IO BEACHHMIO HMH(OPMALMOHHO-TOKYMEHTAIMOHHOTO OOecreueHus
YIPaBIIECHUS;

[1K-45 - BnageHnemM MeToaMu ONTUMH3AIUHN IOKYMEHTOIIOTOKOB;

I1K-46 - BnazeHue MeTOAaMHU MPOBEACHUS aHAIM3a OPTaHU3ALMH JOKYMEHTAIlMOHHOTO
oOecrnieyeHrs yIpaBieHUs U apXUBHOIO XpaHEHUs JOKYMEHTOB B KOHKPETHOW OpraHU3aluy;

I1K-48 - BnajeHue HaBBIKAMHU ONTHUMM3ALUU COCTaBa JJOKYMEHTOB M MH(POPMALMOHHBIX
MOTOKOB, COKPAIIEHHs] UX KOJINYECTBA;

IIK-50 - cmocoOHOCTBIO — COBEPIIEHCTBOBATh JOKYMEHTALMOHHOE oOecreyeHue
yIpaBIeHUS.

B PE3yJabTaTC OCBOCHUA AUCIUITIINHBI (MOI[}/JBI) O6y‘-I&IOH.[HI>iCSI JOJDKCH:

3nameo:
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MecTo ¥ 3HAaY€HHE COBEPIICHCTBOBAHUS JOKYMEHTAIMOHHOTO OOecredyeHus Ipu
IPOBEJICHUHU OPITIPOSKTHBIX paboT B ammnapare ynpasieHus opranuzanuu (ITK-50);

PernameHTanuio BOMPOCOB JOKYMEHTHPOBAaHUS M pabOTBl C JIOKyMEHTaMH B
3aKOHOJIATEJIBHBIX U HOPMATUBHBIX MPpaBoBbIX akTax Pd (T1K-31), (ITK-50);

[Topsmox MCHONB30BaHUST HOPMATUBHO-METOAMYECKUX JOKYMEHTOB IMpU pa3padoTke
JIOKQJIbHBIX ~ aKTOB  OpraHU3allui, pPEryJupyolUX JIOKyMEHTAllMOHHOE obOecredeHue
ynpaenenus (ITK-31), (ITK-50);

Metoauky pa3pabOTKM ¥ COBEPIIEHCTBOBAHUS JIOKAJBHBIX aKTOB OpraHU3aIil,
PEryIUpYIOIIUX JOKyMeHTanonHoe obecrneucnue ynpasiaerus (ITK-31),(ITK-50);

MeTtoauky o6cnenoBaHusl OpraHU3aluy JOKYMEHTAMOHHOTO 00ecTieueH s yIpaBIeHUs
B opranu3aiusix ([1K-46), (ITK-50);

MeToauKy COBEPIIEHCTBOBAHUS NEIONPOM3BOJCTBA Ha 0a3e HCIOIB30BAaHHUS CPEICTB
aromaTu3aruu (ITK-15);

MeToauKy CcO34aHUSI W BEICHHS CHUCTEMBl JOKYMEHTAI[MOHHOTO oOecredeHus
yIpaBJCHUS B OpraHU3aiuy Ha 0a3ze HoBelmx texHonoruit (ITK-29);

Buibl mokanbHBIX OpripoekToB u dtanbl ux nposenenus (I1K-46), (ITK-50) ;

MeTobl, IpUMEHsAEMBIE TIPU MPOBEACHUH OpripoekTHBIX padot (ITK-46), (ITK-50);

CoBpeMeHHbIE HANpaBlIEHUS palMOHATM3AIUN JOKYMEHTAI[HOHHOTO 00ecreyeHHs
ynpasnenus ([TK-50);

Metoauky BeIOOpa U BHEIPEHHUS CHCTEM 3JICKTPOHHOTO JoKyMeHToobopoTa (ITK-50);

Mertoauky pa3paboTku Tabens (GopM HOKyMEHTOB M anbOoma ¢opMm (11abIOHOB)
nokymenToB Jutst opranmszanuu (ITK-31), (TTK-48), (ITK-50);

TexHonornueckre HTambl pabOTHl C JOKYMEHTAMH W BO3MOXKHOCTH ONTHMH3AIHH
nokymentornotokoB (ITK-45, ITK-50)

Ymemn:

BeiOupare OOBEKTHl pallMOHANM3alMM W HPUMEHSATh METOJUKY O0CIe10BaHUS
OpraHu3aIy JOKYMEHTAIIMOHHOTO o0ecnedeHus ympasineHus B opranusanusax (I1K-46), (ITK-
50);

[lo pe3ympraTaM aHanM3a JOKYMEHTAIIMOHHOTO OOECIIEUYEHUsI YIpaBJICHUS aBaTh
npeiokenus o parponanusamuu (ITK-50);

Pazpa0OaThiBaTh ~ KOMIUIEKC ~ OpPraHU3AaLMOHHBIX  JOKYMEHTOB IO  OpraHu3aluu
JOKyMEHTalnoHHoro odecrniedenus ynpasnenus (ITK-31), (ITK-50);

CraBuTh 3a/1a4¥ MpHU pa3pabOTKe MPOrpaMMHOI0 00eCreYeHUs NMPU BHEAPEHUU CHUCTEM
ANEKTPOHHOTO TokyMeHToobopoTta (ITK-50);

[IpuMeHsATh METOIMKY COBEPIICHCTBOBAHHUS ACIONPOU3BOICTBA HA 0a3e UCTIOIB30BAHHMS
cpenctB aBromatu3anuu (I1K-15);
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[lpuMeHAThP METOAMKY CO3MaHUS W BEIEHHUS CHUCTEMBI JIOKyMEHTAIIHOHHOTO
obecrieucHHs yIpaBJIeHUs] B OpraHu3anuy Ha 6a3e HoBewmux texunonoruit (ITK-29);

BHenpsiTh TpeAsioRKEeHUS 1O PalMOHATM3ANMN JTOKYMCHTAIMOHHOTO O00eCIeYeHUs
ynpasnenus ([1K-50);

Pa3pabatreiBaTh Tabenb GOpPM JOKYMEHTOB U aib00M GopM (11abJI0OHOB) JOKYMEHTOB IS
oprauusaruu (ITK-31), (TIK-48), (ITK-50);

NPUMEHSTh HOBbIC HH()OPMAIIMOHHBIC TEXHOJOIHH B JJOKYMEHTAIIMOHHOM O0ECIeYeHUH
ynpasienus (I1K-50);

Opranun3oBaTh JBIKEHHE TOKYMEHTOB 10 onTuMaiibHOMY Mapiupyty (I[1K-45), (ITK-50).

Bnaoempw:

MetonaMu yropsiJOYeHUs1 COCTaBa TOKyMEHTOB U HHPpOpMannoHHbIX nokazarenen (I1K-
48), (IIK-50);

MertonamMu  obcneoBaHMsl  JJOKYMEHTAlMOHHOI'O — OOECleYeHus  YIpaBleHHs B
coBpemeHHbIX opranusamusax (ITK-46), (ITK-50);

Metogamu  aHanu3a  coOpaHHOro  MaTepuana M BbISBICHMSI  HalpaBJIECHUM
COBEPIIICHCTBOBAHMUS JIOKYMEHTAIIMOHHOTO obecnieuenus ynpanienus (I1K-46), (ITK-50);

MeToauKkol COBEpIICHCTBOBAHUS JIEJIONPOU3BO/ICTBA Ha 0a3e MCIONb30BAHMS CPEACTB
aBromaru3aimu (I1K-15);

Mertonukoit co3maHus W BEIEHHs CHUCTEMbl JOKYMEHTALMOHHOTO OOecreyeHHs
yIpaBJIeHUs] B OpraHu3aiuy Ha 6a3e HoBeitmux texuosoruit (ITK-29);

CoBpeMeHHBIMH TEXHOJOTHSIMH yrpasieHus qokymenTtaiueit (ITK-50);

MetonamMu pa3pabOTKM M COBEPLICHCTBOBaHMS JIOKAIBHBIX aKTOB OpraHM3alui,
PETyIUPYIONIMX TOKyMEHTanoHHOe obecnieueHue ynpasienus (ITK-31), (ITK-50);

- MeromaMi  TPOEKTHPOBAHUS  PAIMOHAIBHBIX  CHCTEM  JOKYMEHTAIMOHHOTO
obecrieueHus yrpasjieHus Ha 0a3e HoBelmx TexHonoruit (IK-50);

- MetonamMu onTHMHU3ALUK JTOKYMEHTOO00pOTa B cCOBpeMeHHbIX opranu3armsx(I1K-45),

(TTK-50).

[To muctumummae (MOAYJTI0) IPEAYCMOTPEHA MPOMEKYTOUHAs aTTecTanus B GopMe 3a4eTa
¢ onenkoil B tuiane 2017 u sk3amena B minaHe 2018 roma nHaGopa. Takke MO IUCIUTUIMHE
peycCMOTPEeHa KypcoBas paboTa.

O611ast TpyA0€MKOCTh OCBOSHHS! TUCHUIIIMHBI (MOAYJIS) COCTABIIAET S 3aYETHBIX €UHMUII.



40

JIMCT U3BSMEHEHUM

Ipuioxkenue 2

Ne TekcT akTyanuzauuu Wik npuiaraembii K PIT/] nokymeHT, Hata Ne
coJiep KaIui I3MCHEHHUSI MIPOTOKOJIA

1. 1. ObrnosaeH cnUcoK UCMOYHUKO8 U TUMEPAmypbl 13.09.2017 2. No 1
2. 2. Obnoenen cocmas npoecpammuozo obecnevenus (110),

CcOBpeMeHHbIX NPogheccuoHanvubix baz oannvix (B) u

ungopmayuonno-cnpasounwie cucmem (MCC)
3. 1. ObnosAeH CNUCOK UCTOYHUKO8 U TUMEPANYPbl 05.09.2018 2. Ne 1
4.

2. Obnosnen cocmas npoepammuoco obecnevenus (110),

co8pemMeHHbIX npogheccuonanvuvix 6az oannwvix (B) u

ungopmayuonno-cnpasounwie cucmem (MCC)
5. 1. Obnoenen cocmas npoepammuozo obecneyvenus (110),

coepemeHnblx npogeccuonanrvuvix 6az oannvix (B/]) u

p po B0 30.08.2020 Nel

ungopmayuonno-cnpasounwvie cucmem (MCC)

Ilpunoscenue 1.1
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Ilpunoscenue 1.1.

CoctaB nporpammuoro odecnedenns (II0), coBpemeHHbIX npodeccuoHaJbLHbIX 0a3 naHHbIX (B1) 1

uHpopmannonno-cunpapounsie cucrem (MCC) (2020 r.)

1. Ilepeuens I1IO
Nerr/ HanmenoBanme 10 [IpowsBoauTens Crioco6 pacmpocTpaHeHHsS
n (nuyenzuonnoe unu
6000010
PACHPOCMPAHAEMOE)
1. Adobe Master Collection CS4 Adobe JIMUEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIUIICH3UOHHOE
3. Windows 7 Pro Microsoft JIUIICH3MOHHOE
4. Microsoft Office 2013 Microsoft JIMUEH3UOHHOE
5. Windows 10 Pro Microsoft JIUIICH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JUIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JlunensnonHoe
8. Zoom Zoom TUIICH3NOHHOE
2. Ilepeyens B/l u UCC
Neri/ HaumenoBanue
n

1

MexnyHapoaabie pedeparuBable HaykomeTpudeckue bJl, moctymHbie B pamkax
HanoHaJIbHOU noanucku B 2020 r.

Web of Science

Scopus

[IpodeccuonanbHbie MONMHOTEKCTOBBIC B/], TOCTYIHBIC B paMKax HAIMOHAIBHOMW MOMKMCKH B
2020 r.

Kypnanst Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

XKypnanst Taylor and Francis

[IpodeccnonanbHbie TOTHOTEKCTOBBIE b/
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